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Introduction 



The opportunity is here, in some schools for ^* . first time, to create com- 
prehensive career development programs and integrate them into die curriculum. 
In the past year, die Oregon Department of Educaticm has placed increased em- 
phasis on monitoring districts' compliance widi state standards, including diose in 
career education, career development, and guidance and counseling. The Naticui- 
al Occupational Information Coordinating Committee has prepared National 
Career Development Guidelines. 

In the 1970s, career education urograms sprouted up in schools throughout the 
state: the Oregon Board of Edu';:ation adq)ted standards for public schools re- 
lated to career education, career develq)naent. and guidance and counseling, and 
the Teacher Standards and Practices Commission (TSPQ instituted a career 
education requirement ioc prospective teachers at Oregon's colleges and univer- 
sities. By the early 1980s, however, TSPC had removed that requirement, and 
most teachers entering Oregon classrooms had little or no preparation in career 
topics. 

In die past year, die Oregon Department of Education has again stepped into a 
strong leadership role to inq)rove public school career programs, and school ad- 
ministrators, counselors, and teachers have responded enthusiastically. Odier 
trends in Oregon, such as die drive for excellence in education, declines in voca- 
tional program enrollment, and serious school district budget problems, have high- 
lighted the importance of guidance and counseling, paiticulariy in the area of 
career development. 

The Oregon Occupational Information Coordinating Committee (OOICC) and 
the Oregon Career Information System (QS) have been active participants in this 
revival of concern for career education. OOICC has worked closely widi the 
Oregon Department of Education to help educates understand the changes occur- 
ring in the economy and the workplace and to make educators aware of the 
variety of national, state and local labor market information resources available 
for use in career develqmient programs. CIS has long advocated the use of 
career information not only in career guidance and counseling programs, but also 
throughout the school curriculum. The Oregon CIS Director has been a key mem- 
ber of state level advisory and steering committees focusing on strengthening 
career development, guidance and counseling for the past four years. 

The climate in Oregon is perfect for improving career guidance and counseling 
programs. School counselors and administrators in Oregon are starting to design 
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new curricula to meet the state standards; teachers and counselors are concerned 
with understanding career development concepts ami providing relevant instruc- 
tion and experiences for students. The National Career Develqmient Guidelines 
offer ways to evaluate student peiformance that can be useful in the many kinds 
of programs found in our state. This book is designed to present the National 
Career Development Guidelines and to serve as a reference tool for using cateer 
information in comprehensive career develq^ment programs. 

This book includes a discussion of the role of career infomiation in carev 
education, guidance and counseling programs, the National Career Develqiment 
Guidelines (the competencies and indicattirs at the high school level), cross- 
reterence tables to relate state standards, national guidelines, and state and nadon* 
al career information resources. Sample programs and activities from schools 
around the state make up the largest section of die book: wch materials as goal 
statements, course outlines, lesson plans, and worksheets are included. A section 
at the end of the book describes the resources available fm planning career 
development programs and tells where to find them. 

We hope you will find this publication useful and make it a part of your plan- 
ning process. 
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The National Career Deveiopment Guideiines 
for the High Schooi Levei 

To help create comprehensive and effective career development programs, the 
National Occupational Inforaoation Coordinating Committee (NOICC) has 
developed the National Career Development Guidelines. The impetus for Ais 
achievement came from states, professional associations and the Carl Peildns 
Vocational Education Act 

The National Career Development Guidelines serve as the basis foe the 
development of state and local standards at five educational levels and provide a 
framework for program review and inqrovement The guidelines contain specific 
student or client competencies and performance indicators, counselor qualifica- 
tions and competencies needed to deliver the programs, and institutional 
capabilities essential for providing quality programs at each level 

Implementation of the guidelines will 

• Strengthen career development 

• Help students meet the goals identified in the competencies. 

• Set up a structure for review and evaluation within career develq>ment 
programs. 

• Help counselors identify topics for their own continuing education to 
become better able to serve their students or clients in career 
development areas. 

• Provide ways for institutions to gauge their own capacities for creating 
and maintaining career development programs. 
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Guideline modules have been developed at five educational levels: 

L Elementary 

1 Junior/Middle School 

3. High School 

4. Postsecondary 

5. Community and Business Organizations (Adult) 

This publication deals with the High School level only. For inforatiation about 
the guictelines for the other levels, contact Nancy Hargis, Oregon SOICC Direc- 
tor, 875 Union St N,E„ Salem, Oregon, 97311, 378-8146, 

Twenty-one states are presently receiving funds from NOICC to inclement the 
guidelines in local sites. NOICC will collect and publish the experiences of 
selected sites. These case studies will help others planning to implement the 
guidelines use proven techniques and avoid pitfalls. 

The following student competencies and indicators are firom the National 
Career Develq)ment Guidelines for the high school level. Indicators related to 
career information are shown in bold type. 



Competency i. Understanding the influence of a positive self-con- 
cept on career development. 



The student will- 

1. Identify and appreciate interests, abilities, strengths, weaknesses, and 
other characteristics that are unique about him or herself. ^ 

2. Receive feedback from peers regarding personal characteristics and 
grow in achieving a realistic perception of self 

3. Demcmstrate an understanding of how interests, abUitieSyStrm 
weaknfssesy and other attributes relate to achieving personal, social, 
educational, and career goals. 

4. Demonstrate ability to accept him or herself as a total person widi 
unique and worthy traits, characteristics and potential. 

5. Demonstrate an understanding of environmental influences on one's 
behavior 

6. Demonstrate the ability to manage one's behaviors in developing and 
maintaining a healthy self-concept 
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Competency II: Interpersonal and social skills required for positive 
interaction with others. 



The student will- 

1 . Develop interpersonal skills necessary for harmony in relationships with 
others. 

2. Demonstrate social skills, self-control, and respect for others. 

3. Evaluate interpersonal behaviOTS and nwdify them, when appropriate, 
based on feedback from odiers. 

4. Demonstrate interpersonal skills required for woridng with and for 
others in a work setting. 

5. Describe appropriate employer and employee interactions in varying 
situations.. 

6. Demonstrate skills in expressing feelings, reactions, and ideas in an 
appropriate way. 



Competency III: Understanding of the interrelationship of emotion- 
al and physical development and career decision making. 



The student will- 

1 . Describe how developmental changes in the life cycle affect physical 
and mental health. 

2. Describe the effect of emotional and physical health on one's behavior 
and career-related decisions. 

3. Demonstrate control of emotions and ways in which they are expressed 

4. Describe and demonstrate healthy ways of coping with emotional and 
stressful situations within him or herself and others. 

5. Implement appropriate coping skills when dealing with conflicts and 
stress. 

6. Exhibit behaviors that are important in maintaining good physical and 
mental health. 
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Competency IV. Understanding of the Interrelationship between 
educational achievement and career planning, training, and place- 
ment 



The student will- 

1 . Demonstrate the application of academic and vocational skills to the 
achievement of personal goals* 

2. Relate achievement of academic and vocational skills to personal 
interests. 

3. Describe the importance of academic and vocational sidlls for 
achieving desired life style, standard oi living, and career choices. 

4. Use knowledge and skills developed in academic and vocational 
disciplines in planning for career and life goals* . 

5. Demonstrate an understanding of bow education relates to tbe 
selection of college majors, participation in ftirther training, and/or 
entry into the job market. 

6. Recognize and acquire transferable skills that can apply to a variety 
of occupations and changing occupational requirements. 

7. Relate essential learning skills to skills require in the work 
environment* 

8. Formulate educational plans that reflea continued learning 
directed toward achieving career go^ls. 



Competency V. Positive attltudea toward work and learning. 



The student will- 

1 . Identify the positive contributions careers make to society. 

2. Demonstrate knowledge of and an appreciation for the variety of 
occupations and their significance. 

3. Demonstrate a positive attitude toward work as an integral part of one's 
life. 

4. Demonstrate learning habits and skills tiiat are integral to work and 
educational situations throughout life. 
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5 . Demonstrate responsibility for work attitudes and habits in education 
and w(xk situations. 

6. Denionstrate positive work ethics and attitudes. 



Compttency VI. SMIls for locating, ovaluatlng, and IntorproUng In- 
formation alMut caraar opportunltlaa. 



The student will- 

1. Discuss the requirements of occupatioiis related to Interests and 
abilities and to high school and postsecondary education and 
training programs. 

2. Use available handbooks, career materials, labor market infiorma 
tion, and computerhed career tolbmation delivery systems 
developed and disseminated by natkmalv state, and local agencies 
and commercial pubUshers to aid career nploration or to formulate 
tentative career choices. 

3. Use various classification systems that categorize occupations and 
industries (e.g.. Dictionary of Occupational TMcs). 

4. Discuss the concept of career ladders as related to different levels of 
work in a career area. 

5. Examme the aspects of self-employment, entrepreneurship as a 
possible form of employment 

6. Establish contacts with mdividuais working in a selected occupation 
who might be information resources, role models, or mentors. 

7. Recognize the influence of change in supply and demand for 
workers in different careers at the local, state, and national level. 

8. Identify employment trends as they relate to trafaiing programs and 
employment in the state and local community. 

9. Describe the impact of factors such as population, climate, and 
geographic location on local occupational opportunities. 



ij Schoolwork, Ufework: Section 1 

ERLC J 3 



Competency Vii . Skills for preparing, locating, obtaining, maintain* 
ing and advancing In a Job 



The student will- 

1. Demonstrate the aMiity to locate, interpret^ and use In^ 
about job openings and opportunities. 

2. Demonstrate educaiional and vocational skills icquiitd for a full- or 
part-time job. 

3. Demonstrate sicills and behaviors necessary for a successhil Job 
interview. 

4. Develop sicills in preparing correctly a resume and complete job 
application. 

5. Identify employers for specific occupations and job openings. 

6. Demonstrate cmployability skills necessary for entry into the labor 
market. 

7. Develop skills to assess occupational and career opportunities in 
terms of working conditions, benefits and opportunities for 
advancement. 

8. Use placement services to make a successful transition from high school 
to civilian employment, entry into the armed services, or postsecondary 
educationAraining leading to the attainment of individual carter goals. 

9. Demonstrate an understanding that job opportunities often itquirt 
relocation to another city or state. 

10. Develop skills necessary to function in life as a consumer and to 
manage one*s personal flnances. 



Competency VIII. Understanding of how societal needs and func- 
tions influence the nature and structure of work. 



The student will- 

1. Describe the importance of careers as they affect values and life styles. 

2. Describe how society's needs and functions influence the denund 
and supply of goods and services and the resulting impact on 
careers. 
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3. DifTerentiate among career opportunities on the basis of their contri 
butions to the needs of society. 

4. Describe occupational and industrial trends as they relate to train 
ing programs and employment In the state and local community. 

5. List the community's major employers, the goods or services they 
produce, and their overall impact on members of the conmiunity. 

6. Demonstrate an understanding of the global economy and t it 
affects each individual. 



Competency IX: Skills in making decisions and choosing altenMh 
lives in planning for and pursuing educational and career goals. 



The student will- 

1 . Accept responsibility for making educational and carter choices and 
moving towards tentative carter goals. 

2. Accept responsibility for the consequences of decisions. 

3. Evaluate personal abilities and limitations for meeting itquiitments for 
postsecondary education/training programs. 

4. Make appropriate choices during high school that will lead to 
marketable skills for entry-level employment or to advanced training. 

5. Identify and take required steps toward transition from high school 
and entry into postsecondary education/training programs or the 
world of work. 

6. Identify and take necessary steps to apply for and secure financial 
assistance for postsecondary education and training. 

7. Demonstrate the effective use of time, effort, and resources in making 
decisions. 

8. Identify alternate courses of action in a given decision-making situation. 

9. Project and describe factors that may influence educational and 
career decisions. 

10. Relate the choice of high school and postsecondary courses to a 
career and educational plan. 
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11. Prcoict the effect one's career decisions may have on significant others 
and life styles. 



Competency X: Understanding of the Interrelstlonshlp of lif^ roles 
and careers. 



The student will- 

1 . Acquire a basic knowledge of life cycles and corresponding life styles. 

2. Describe factors that determine life styles suci. as socio-economic status, 
culture, values, career choice, and wcnrk habits. 

3. I>escribe ways in which one's career choice may affect future life style. 

4. Explain the contribution of a career to a balanced and productive life. 

5. Describe ways in which roles in woiie, family, and leisure are inter* 
related. 

6. Examine different career patterns and their potential effect on family 
patterns and life styles. 

7. Describe the importance of leisure activities in relation to careers. 

8. Demonstrate ways that occupational skills and Knowledge can be 
acquired through leisure activities. 



Competency XI: Understanding of the continuous changes In 
male/female roles and how they relate to career decisions. 



The student will- 

1. Identify factors that have influenced the changing woiic patterns of 
women aiid men during the last decade. 

2. Identify evidence of sex stereotyping and sex bias in education 
programs and the world of work. 

3. Develop attitudes, behaviors, and skills that contribute to the elimination 
of sex stereotyping and sex bias. 

4. Take courses appropriate to one's occupational choice, even if they are 
most often taken by members of the opposite sex. 
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S. Describe problems, adjustments, and advantages of entering r. nootradi 
tional occupation. 



Competency XII. Skills In career exploration end plannlng. 



The student will- 

1 . Develop career plans that include the concept that a changing world 
demands lifelong learning. 

2. Acquire knowledge of postsecondary vocational and academic 
programs. 

3. Validate or revise tlie career and educational plan developed in 
middle school/junior high to coincide with developing career and 
educational plans and actual educational attainment. 

4. Demonstrate an understanding of how constant changes in the 
world of work require ft^uent retraining and updating of employees. 

5. Use school and community resources to explore education and 
career choices. 

6. Describe the costs and benefits of self emptoyment 

7. Acquire occupational-related skills through volunteer experiences, part- 
time employment, and/or cooperative education programs. 

8. Develop skills necessary to compare education and job opportunities in 
temis of occupational, training, and continuing education benefits. 
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Section 2 



The Role of Career Information In a 
Comprehensive Career Development, Guidance 
and Counseling Program 

Career information helps people of all ages learn about the world of woik and 
its relationship to their educational and career goals. The labor maiket is chang- 
ing rapidly, so it is important that the information be as current, as local, and as ac* 
curate as possible. As businesses strive to become competitive in worid maikets, 
new technologies develop requiring new skills, new relationships become neces- 
sary between workers and managers, and pay and benefits change. To be ready to 
join today's workplace, people making decisions about careers need to learn 
about these new developoKats. 

Oregon's Changing Economy 

Oregon's economy has changed dramatically in the past ten years. These chan- 
ges arc permanent, structural shifts that affect everyone. Examples of these chan- 
ges include: 

1 . The shift from goods-producing to service-producing employment 

• Between 1979 and 1988, employment in manufacturing industries 
dropped by 6.2%. 

• Lumber and wood products, traditionally one of the largest 
employers the state, lost 15.4% or 12,500 jobs. 

• Non-Manufacturing industries gained more than 1 10,300 jobs. 
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• The most growth (40.3% rate of increase) occurred in the Service 
industry, where 74,900 jobs were created. 

• Overall, the number of jobs in goods-producing industries 
decreased (by 10.3%) and the number of jobs in service-producing 
industries increased (by 16.2%). 

2. The restructuring and down-sizing; of large firms and the new job 
creation power of small firms. 

3. Changing the work environment so that there are fewer work rules and 
more generalized job descriptions. 

4. The need for more multi-skilled and higher-skilled occupations. 

5. The dislocation of thousands of Oregon's traditional workforce and the 
need to continually retrain the existing workforce. 

The days have vanished when an unskilled high school drop-out (or even a 
high school graduate) could easily find secure, high-paying employment in the 
state's natural resource based industries. The new jobs tend to be in profes- 
sional/technical, managerial and sales occupations. The skill shift toward profes- 
sional/technical occupations has been dramatic. From 1979 to 1986, over 57,(XX) 
new professional/technical jobs were created. People with low levels of educa- 
tion or few skills may find themselves out of work or with little ability to earn an 
adequate living in the changing Oregon economy. 

Jobs in the future will clearly require a new set of skills, especially flexibility 
and the ability to communicate, cooperate and learn. The table that follows this 
section, "The Changing Workplace: Two Models," describes some of the impor- 
tant ways in which the woiicplace of the 1990s differs from that of the past. 
Career information will continue to play a vital role in career development 
programs as educators and students attempt to keep up-to-date with the changing 
economy. 



Working with the State Standards and National Guidelines 

The dramatic shifts in today's job market make it especially important that 
people setting career goals or contemplating career moves understand not only 
the dynamics of the market and work place, but also how their plans for education 
and training fit the current requirements of an occupation. One way to provide 
that help is to integrate career information into school curriculums. The State of 
Oregon has re-emphasized its standards for career education, and the National Oc- 
cupational Information Coordinating Committee has released National Career 
Development Guidelines to help schools and agencies develop comprehensive 
career education, guidance, and counseling programs. 
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The National Guidelines address several levels of a career development 
program: on the student level, the Guidelines provide competencies and in- 
dicators to measure performance and understanding. At die staffing level, the 
Guidelines include a list of "counselor competencies" to indicate areas in which 
counselors need to be knowledgeable. On the program planning level, the 
Guidelines offer suggestions for how to set up a lasting, comprehensive career 
education program with solid administrative and community support. 

The parts of the guidelines that can be addressed with career information are 
shown in bold type in Section 1. (That section also shows a complete listing of 
the Guidelines' competencies and indicators at the high school level.) The matrix 
in the center of this book matches the student competencies in the Guidelines 
with the relevant state standards. 

To understand the possibilities for using die state standards and National 
Guidelines together, consider a comprehensive career development program as a 
house to be built. The state standards provide a kind of "building code" for 
program quality and structure. The particular house, however, can and must be 
built uniquely for the family who will live in it. The National Guidelines, in offer- 
ing suggestions for steering and advisory committees, provide a way to get caring 
people involved in the design to make sure it will be appropriate to the needs it 
must serve. Tne student competencies and indicators in the Guidelines provide a 
way to discuss the hard-to-grasp levels of satisfaction experienced by the people 
living in the house Career information, of course, provides the furniture essential 
for meeting individual needs. 

An Overview of the State Standards 

Oregon Standard 581-22-316 requires one-half unit (65 hours of instruction) 
of career development for each student during grades 9 through 12. These instmc- 
tional hours must include experiences designed to assist them to: 1) evaluate pre- 
vious career-related experiences; 2) explore areas of interest and aptitude in 
depth; and 3) make tentative decisions in keeping with their career goals. 

Oregon Standard 581-22-405 requires that each school district implement 
plans for career education with goals for each instructional program. Each district 
shall provide career-related activities for every student through each instructional 
program at every grade level, K-1 through 12. This infusion is demonstrated by 
the inclusion of career-related goals in the planned course statements for every re- 
quired and elective course in grades 9-12. 

Oregon Standard 581-22-702 requires that each school disuict have a coor- 
dinated guidance and counseling program to support the educational and career 
development needs of students. Districts are required to adopt program goals to 
assist students in reaching this potential. Each high school student is required to 
have a four- year education plan, updated annually, to coincide with their develop- 
ing career and educational plans and actual educational attainments. 
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Oregon Standard 581-22-201 sets foith six goals for the public schools. 
These goals are designed to assure that every student shall have the opportunity to 
learn to function effectively in six life roles: INDIVIDUAL, LEARNER, 
PRODUCER. CITIZEN, CONSUMER and FAMILY MEMBER. The 
PRODUCER role involves the development of knowledge, skills and attitudes 
necessary for successful participation in the workplace. Oregon students will 
learn: 

• Of the variety of occupations; 

• To appreciate the dignity and value of work, and the mutual 
responsibilities of employes and employers; 

• To identify personal talents and interests; 

• To make appropriate career choices; 

• To develop career skills 

Oregon Standard 581-22-602, related to Assessment and Evaluation, requires 
that each school district shall maintain records to identify each student's progress 
and needs. These records are to include general educational progress in personal, 
social and career development. 

Effective Use of Career Information 

In Oregon, people receive career information primarily through the Career 
Information System (CIS). CIS is delivered through a variety of media-books, 
Needle-Sort decks, microcomputers, and mainframe computers. People using the 
Career Information System have access to information on many topics, including 
occupational descriptions, working conditions, outlook and wage information, 
employment estimates and projections, education, training and skill requirements, 
licensing requirements and apprenticeship possibilities. Descriptions of programs 
of study and information about state and national schools and training programs 
are available as well. CIS also has a Visit File with nam^^s, addresses and phone 
numbers of people who are willing to spend time talking with students interested 
in their area of work. Students currently seeking jobs may be intere2ted in the Job 
Search File, which includes topics such as researching employers, writing a 
resume, and interviewing. 

In order to be most effective, career information must be fully integrated into 
the curriculum at each grade level and into the guidance and counseling program. 
It must be used on a regular basis by students throughout high school: one ninth- 
grade experience with a microcomputer system is not enough! And, old materials 
must be removed regularly to ensure students are getting the most current informa- 
tion available. 
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Roles of the School Staff 

Career information can be the cornerstone of career planning and decision- 
making, and school personnel are vital players in the process of getting that infor- 
mation to students. Although their roles may overlap, major respon^^ibilities for 
career information can generally be divided as follows among counselors, 
teachers, and administrators: 

Counselorsi 

1 . Supervise organization and operation of a career center. 

2. Select career information resources to be available in the career center. 

3. Emphasize the importance of career planning and decision-making to 
students. 

4. Interpret career information resources for students, parents and faculty 
members. 

5. Consult with teachers on ways to integrate career information into the 
classroom. 

6. Administer and interpret aptitude, interest and achievement tests to 
students. Help students relate test results to careers. 

Teachers 

1 . Use career information in their regular classes, not just in the career 
education class. 

2. Help students relate their career goals to their class work and to 
individualized projects or research. 

3. Refer students to community members who could provide personal 
information on specific careers. 

Administrators 

1 . Provide a budget sufficient to maintain high quality, current career 
information resources in quantities sufficient to assure students will 
have adequate access to them. 

2. Provide time for counselors and teachers to develop cuiriculunn 
materials, attend training sessions on career information delivery 
systems, and participate in conferences and seminars on the changing 
workplace. 

3. Support counselor and teacher efforts to improve the career information 
component of the guidance and counseling program. 
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The Changing Workplace: Two Models 





Mechanical/ 
Industrial Model 


Inforniatior)/ 
Systems Model 


Educational 
Issues 


Work Design 


Functional responsibility 


Systems of producUon 


Emphasize human resources; 
soQai goou arxi jiroiir go logoumr. 


Production 


Managentent-controlted 


Woiker- and woik group- 
coniroiieo 


Problem solving/people skills; 
urKjersianQing prooucuon prooossoo. 


Worker 


Machine operator 


Technological problem- 
solver 


Devebp *txofessk>nal technical 
worker * More nuih, edence and 
togteal tNrMng sMIis are needed. 


Manager 


The boss tells workers 
what to do 


Leader sets goals and 
provides support 


New kinds of rronagemenl and 
worker4rtf rAig programs are needed. 


lecnnoiogy 


MecnaiNCoi worKer, 
labor intensive 


tA&on iicAC 
WUIfv ivani U0U9 

technok>gy 


create new technologiee and 
approaches. Entrepreneurtal 
8K1118 are useiui. 


Job Classlflcathn 


Segmented, detaMed 
jobdescripttons 


Generalized woifc teams 
andjobdescripttons 


Value of wmk, pay equity, equal 
opportunNies; employee flextt)ilty 
ana aRnuoe are imponan* 


Compensation 


Job4)ased 


Skin-t>ased 


*Pay for knowledge* compensatkm 
systems. 


Training 


Job-spedfto/short term 


Multi-skilt/changing 


Uberal arts* techntoian^cross 
training/Wetong learning/ 
retfalning. 


Evaluation 


Manager-based 


Peer*based 


Objectivity, communicaiion. 
coopdratk>n. 


Communication 


Top down/hierarchtoal 


Networking/horizontal 


Open communicatton, teamwork. 
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Cross-Reference Tables 

This section includes two cross-reference tables to help you use career infmm* 
tion effectively. The first matches Oregon career information resources to die 
relevant parts of the National Guidelines and State Standards; the second does the 
same with national career information resources. For descriptions of the 
resources listed, see Sections S and 6 in this book. 
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Oregon Career Information Meets the National Guidelines: 
a Cross-Reference Table for Curriculum Planning 

The indicators iisted beiow are those that are most directly tied to the use of career information. 
You may he able to use career information indirectly to help fulfill other parts of the National Guidelines. 



INDICATORS FOR THE NATIONAL CAREER 
DEVELOPMENT OmOEUNES 
(HIGH SCHOOL LEVE'. 




Describe the Hnporlance of academic and 
vocational skrils for achieving desired 
lift style, standard of living, and career 
choices. 

iV:S OMioneiraieanuMleteiaAdlnaoliMMir 
mtkiMnthiik iimiMHo me MteMoii of 

ffusint. 

IV:6 Recognize and acquire transferatHe skills 
that can apply to a variety of 
occupations and changing 
occupationai requirements. 

iv:8 FotimiiaiteducctiQAaipiaAatiwt reflect 

V:2 Demonstrate knowledge Of and an 
appiedaHon for the varMy of 
occupatlona and their elgnmeance. 

llhfiiM i lh i firiii W ii ftl¥rtfy tif i tjii Hi iiM ^ 





5\ -^C'" 



Vl:2 UMMvtNibto handbooks, CMMT 



I by MtfOML MMi. and 
kjch ■yvncr < naoonMioicwi 
p t M ttmt ^ c o»oor wplowMon or 
to fonnuloit tonlflllvo ( 




Vl:5 ExainlnttlMatpaettofMlf'OmploynMnt. 
•ntrtpiinourthip at a poatibia forni of 



wnpioyiMni. 




vi:7 Racoonizathalnfluaneaofchangain 
aupply and damand for woftcara In 
dHlarant caraara at ttM local, atata, and 
national laval. 



Vl:9 Daaerlbatha Impact Of factoraauchaa 
population, dknata, and gaographic 
location on local occupational 
opportunltlaa. 




(Ongon Career Mormon Meets the 
NaSor)alGuidetne$: aCross-Reference 
Table For Curriculum Planr)ing) 



INDICATORS FOR THE NATIONAL CAREER 
DEVELOPMENT QUIDEUNES 
(HIGH SCHOOL LEVEL) 



Vil:3 Dwnonslratt Skills and bthavlors 
nsosssary tor a succsssfui Job 





Vli:7 D s ^slop sfclWs to a ss as s occupatlonai 
and earaar opportunMss m toims of 
working oondMons, bsnaflla and 
opportunWaa for advancamant. 

IHllldflto 



Viii:4 Daacriba occupattonal and industrial 
tranda aa thay raiata to training 
programs and amploymant in ttw stato 
and tocai community. 

iX:5 Idantify and takoraquirod Stops toward 
tranaltton from high school and ontry 
into poataacondary aducatton/training 
programa or tha world of work. 

ix« w^mm^^mm^m^^ 

art toiyf-i^i tti ttnanMif awilaiantTa iifir 



iX:9 Projaet and daacriba factora that may 
influanoa aducattonai and caraar 
daelalona. 

''«^dleia'<ititaltlN!iiH^ ■ 





(Ongon Career Information Meets the 
Nation^ Guidelines: a Cross-Reference 
TMe For Curriculm Planning) 



•NWCATOWFOR THE NATIONAL CAREER 
DEVELOPMENT GUIDELINES 
(HIQH SCHOOL LEVEL) 




Xll:6 



Otmonttratt an understanding of how 
oonatani changat hi tiw world of work 
raqulra frtquant ralralning and 
updating of amployaas. 



DaacrttM tha costs and banaf its of self 
employmant. 
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National Career Information Meets the National Guidelines: 
a Cross-Reference Table for Curriculum Planning 

The indicators iisted beiow are those that are most directiy tied to the use of state career information resources. 
You may be at>ie to use career information indirectly to heip fulfill other parts of the National Guidelines. 

/ / > * 




INDICATORS FOR THE NATIONAL CAREER 
DEVELOPMENT QUtDEUNES 
(HtOH SCHOOL LEVEL) 



IV:3 DMcrlbttmlmportanM Of academic and 
vocational tklHt for achieving dotirwl 
life style, standard of Uvlng, and career 
choioM- 

m 




IV:6 Recognize and acquire transferable skills 
that can apply to a variety of 
ocMipatlons and changing 
occupational raqulrsments. 




tovwfd . 



V:2 Dimonttrit« knowMgt of and an 
i|)praciatlon for tha varltiy of 
oocupationa and thair algnlflcanca. 




'^y-"' i'K 'A , 



' ''•'"''il;. 



X 



sv>' • 



mtmi 



405 



. • ...V 




/NMtofMtf Career Inlormation Meets the 
National GuideKnes: a Cross-Relerence 
Table For Curriculum Planninglj 
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mmCATORS FOR THE NATIONAL CAREER 
OEVBU)nmT QUBELMES 
(MIONtCHOOL LEVEL) 




Vl:2 UMavaltabtelitndbookt,caiMr 

IMNfWii MDOr nMraii NINMIIIMOny •HQ 



8 Md oohmmicW 



Vl:5 ExamintthtaaptcttotMN-OTiplaynMnt, 
•ntiipfftMurthip M a poMibte fonn of 




Vl:7 RMogrtnthtlnfluMMOf ehangtin 
supply and dMiand for workart In 
dHfarant caiaara at tha local, atata, and 
national laval. 



VI :9 DMcribttht impact Of factors Mich as 
population, ciknata, and gaographlc 
location on local occupational 
opportunKlta. 




erJc. 



..»v.<^. 



It 



^^^^^ \sA ; 
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(NmkHml career InldrmaSon Meets the 
Nmonal GukMnes: a Cross-Reference 
Table For Curriculum Planningi 



INDICATORS FOR THE NATIONAL CAREER 
DEVEIMKNT QUOELMES 

, LEVEL) 



Vll:3 Dtno n t t ra te tkiilt and bihavlort 
ntOMMry for a tucctttful job 
Inlarvliwr. 



Vii:7 Dtvalop akWa to aaaaaa oecupallonai 
and caraar opportunltiaa in tamia of 
\ivorklng oondRlona, banaflla and 
oppoitunMaa for advancamant. 



Vlli:4 Paacrlba occupational and induatrlai 
tranda aa thay ralata to training 
piograma and amployniant In tha atata 
and local community. 





IX:5 Mantlfy and takaraquiradatapa toward 
tranaitlon from high achod and antry 
into poataacondary aducatlonAraining 
programa or tha world of worlc. 




IX:9 Proiact and daacrlbatkctora that may 
Infhianca aducationai and canar 
dacialona- 
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INDICATORS FOR THE NATIONAL CAREER 
OeVELOPMENT OmOEUNES 
miQH SCHOOL LEVEU 




Xll:2 Acquire knowMflf Of postsecondary 
vocational and academic programs. 

rlifWifiniifiri triiitr iinl irtinillfMittt ' 
|rti)it'iw|l'-ictt|itf ^(liNSi^Mlitil ♦wthwwfwt.i 

Xil:4 Oemonttrattanundarstandlngof how 
constant changes in the world of work 
require frequent retraining and updating 
of employees. 

HaiA use teiMKil and coimnunny resources to 
iwploieeducafion andcwwn'C^liotoes. 



Xll:6 



OescrltM the costs and benefits of self 
employment. 
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Section 4 



ProgtBm Types, Real Programs, and Sample 
Materials 

This section provides goal statements, course outlines, and student worksheets 
from a variety of schools and school districts in Oregon. In the fall of 1988, tfie 
Oregon Occupational Information Coordinating Committee began a search for ac- 
tivities in use in Oregon schools that would help fulfill both the state standards for 
career education and the National Career Development Guidelines. The programs 
represented in this section include high schools (and one junior high) with enroll- 
ments from 175 to 1,605 students. They are not necessarily "model pTDgrams" in 
the sense that they are ideal or perfect; rather, they represent the sincere efbxts of 
many different people with the same goal: to prepare students to make informed 
choices about their educations, their careers, and their life roles 

To help the reader locate relevant ideas, the section is organized into program 
"types:'' career education classes, career education unit in a required class, central 
career center, counselor-directed activities, independent student projects, and 
career education infused in the curriculum. 

A page at the beginning of e?rh category explains the program type and lists 
the schools included under that type. Most of the Khools do not fit neatly into 
one program type. Rather, programs and their materials have been placed in a 
category based on the focus of the particular materials that school has provided. 
We have also cross-referenced the schools to the other program types to highlight 
the variety of approaches used. 

In the process of organizing these materials, we have made two observations 
worth noting. First, no single approach to the delivery of career development and 
guidance services can adequately address the needs of the students. The more 
varied the approaches, the more comprehensive the program, the greater the op- 
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portunities to strike a chonl with each student about the connection betwv'^n 
education and the world of work during their high school yean. Second, for the 
infused program type, we did not find an existing program that fit satisfactorily, 
so that category consists of the explanation page only. Several of the schools do 
rely on infusion for specific components of their programs, but none rely on the 
infusion model for their primary delivery. Oregon State Standard 405 requires in- 
fusion in all curriculum areas. How completely this standard is being addressed 
remains a question. 

For each individual school, a page summarizes its program, lists its sample 
materials, and identifies the state standards and national guidelines it addresses. 
We have left the sample materials close to their original format and, where pos- 
sible, included some explanatory notes on their use. A few of the programs are 
also State Model Programs (see Appendix C). These are identified with a star 
next to the school name. 
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Career Education Class 



Many schools conduct career education classes to nneet the Oregon State 
Standard 3 1 6, requiring 1/2 unit career development for graduation. These 
classes are often full semester courses taught at ninth, tenth, or eleventh grade. 
However, many schools are choosing to split the curriculum into ninth and 
eleventh or tenth and twelfth grade sequences. In this way topics appropriate 
to the developmental stage of the students can be presented in a timely fashion. 

Teachers come from a variety of disciplines. Some districts have teachers 
specifically assigned to career education. Most rely on teachers assigned from 
a variety oi departments. Counselors teach these classes in some schools. 
Assignment of enthusiastic instructors, well prepared in the subject matter, 
continues to be one of the most difficult aspects of delivering an excellent 
career development experience in a career education class. 

The typical curriculum covers self awareness and assessment, occupational 
exploration, goal setting, educational and life planning, job search skills, and 
general economic and labor market topics. 



Sample Materials: 

J.B. Thomas Junior High School 33 

■ Grade Nine - Self Awareness and Career Exploration Process 

■ Occupational Trends for the Future: Woricsheet 

■ Occupational Trends for the Future: Group Discussion 

■ Occupational Evaluation 

■ Interview Questionnaire 

■ Opting fen* Success 

■ Chegon Colleges Information Report 



Enterprise High School 

■ Career Education Course Content (Grade 10) 

■ CareerEducation Job Analysis 

■ Occupational Evaluation 

■ Career Education Assignment Guide (Grade 1 2) 

■ Liberal Arts or Specialized Skills? 

■ Decision Time: Work or School? 

■ Labor Market Trends Research 

■ Spotting Labor Market Trends 

■ Making the Job Outlook More Meaningful 

■ Post-High School Planning 
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See Also . . . 

Career Education Class 

as a Secondary Strategy: 

■ Taft High School 105 

■ Tigaid High School 139 



J, B, Thomas Junior High School 



Contact: 



Larry Vcltric or Steve Sayrc 
J.B. Thomas Junior High School 
645 N.E Lincoln Street 
Hillsboro,OR 97124 
640-8939 



School Enrollment: 



917 



Counselor/Student Ratio: i :260 



Program Summary: 



Sample Materials: 



State Standards: 
National Guidelines: 



At J.B. Thomas Junior High School, plans for future education 
and employment start in tlie 8th grade. By 9th grade, students 
have connpleted a four-year plan. The 9th grade career 
education class continues this planning with a self-awareness 
and career exploration process that begins with QUEST. 
Students research two occupations firom their QUEST list and 
then get together with other students in the class to compare 
information. Each student also completes an interview with a 
person from the community about a career. 

At the end of the self-awarcness and career exploration process, 
students re-evaluate their four-year plans and research 
opportunities for postsecondary education. 

Grade Nine - Self Awareness and Career Exploration Process; 

Occupational Trends for the Future: Woilcsheet; 

Occupational Trends for the Future: Group Discussion; 

Occupational Evaluation; 

Interview Questionnaire; 

Opting for Success; 

(>egon Colleges Information Repon. 

702(l)(a)(B).(2)(d). 

VI.1,.2,.6; XII.2. .5 



Career Information Resources: 

Micro-CIS, Oregon Careers 
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Grade Nine - Self Awareness and 
Career Exploration Process 



A) Self Awareness - During the first week of dass each student looks over the CIS list of 
Oregon occupattons. Studems jot down two oocupatkms they wouM research. They 
then do QUEST. If their occupations are not on the Hst, the students ask "WHY NOT." 
This informatton is turned in for credit. 

B) Each student indivkJuaRy researches their partk:ular occupatton. (see attached questkm 
sheet) A variety of helpful informatton is obtained. Examples, include student aptitudes, 
skills, required courses and emptoyment outlook. 

C} Students form groups of occupattonal dusters. Each duster group reports to dass 
memt)ers about jobs available, average income, aptitudes and training, and preparatk)n 
recommended. Students take notes on provMed infornuMon. Salary, training and 
outlook infomiation can then be compared. 

D) Students receive five names of community members who they couM visit or call about their 
occupatton. Students use wort^er inten^iew form (see attached) to ask pertinent 
questtons. 

E) Students fill out a four-year high school plan form and answer questtons on the coNege 
sheet. At the end of this unit, each student reports to the other students, who take notes 
on tuitton, admisston requirements, GPA required, and course needed. 
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Occupational Trends for the Future: Worksheet 



1 . According to trends in the year 2000. conskleraQle job growth wili occur in which three occupations? 
Which three occupations will show a decline? 



2. 



Of the new full-time jobs that pay a higher than average wage, most will require post high school 
training. Name the seven training areas that will be available. 



3. According to Oregon economic trends in the year 2000. increased foreign and domestic competitton wfll 
force employees to do what three things? 

4. What three effects will limited or declining employment opportunities have on Oregon? 

5. What three factors have led to the increase in the number of businesses owned by women? 



6. What three reasons, according to the Bureau of Labor Statistics, account for the earnings gap between 
men and women? 



7. What are the five emerging support service needs of women in the labor force? 

8. Name three problems affecting younger workers with the expeC.ed older and mere experienced labor 
force. 

9. Work life in the year 2000 will be the result of trends and counter trends. Name three trends that will 
lead to a lack of job security. 

10. Additional trends point to a more secure work life. Name these three job security trernls. 
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Occupational Trends for the Future 
Group Discussion 



1 . What will living in Oregon be like in the year 2000? Things to consider a) where will peoole live- b) 
what will be the standard of living; c) how much money will people make; d) what effedswHI lobs" 
nave on ineir life style? 



hfJ^^f ? ^ y®^' 2000? Things to consider: a) marriage and divorce 

ln^\tnT^^ P^P"® <*) "wre women in the work 

force than ever; and chikJ care. 



What role will colleges and technical schools have in the year 2000? Things to conskJer: a) course 
offenngs; b) expenses of college; c) college admission requirements; d) what colleges to attend. 
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Occupational Evaluation 



Name Date. 

1 . Titie of Occupation 



2. In two sentences describe what you would do:_ 



3. What are three aptitudes you need?. 



4. What is the work setting like? . 



5. What are the hiring prac jes? 



6. What are the wage opportunities? List average, minimum, maximum 



7. What is the outlook? What does the outlook depend on? . 



8. What three skills fit this occupation?. 



9. What training and preparation is recommended?. 



1 0. List four high school classes you couM take for preparation. 
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Interview Questionnaire 



Job Title 

Male or female? (You shouldn't need to ask this one!) 
How many year^ have you been in this job? 



What is your educational history? 



If you had your educational years to live over again, what would you do differently?. 



What advice would you give me as I begin my career search and preparation? 



What do you like best about your job? 



What do you like least about your job? 



Do you foresee a career change before you retire? 



If so, to what lype of work? 
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Opting for Success 

Name Date Perio d 

Salary (VMiges)ntaining AcHvitiM 

1. Select the type of jobs you will be analyzing by training needed for the job. Choose one of the 
following: 

(1) On-the-job training 

(2) Certificate/Associate 

(3) Bachelor's 

(4) Doctorate 

A. List your training category here. 

B. List the titles of ten jobs from your training category and wages per hour below. 

Job Title Training Category Dollars/Hour 

Example: Elementary School Teacher Bachelor's $8.00 per hour 

1 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

10. 

Calculate average dollars per hour for the ten jobs: 



II. Compare your training category and your average dollars per hour with those of other students. 
Complete the information below. 

Training Category Average Dollars per Hour 

On-the-Job Training » 

Certificate/Associate - 

Bachelors - 

Doctorate = 
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III. After analyzing salary and training, meet in your groups to answer the following questions: 

1. What category IS paid the least? 

2. What category is paH the most? 



IV. Why do you suppose some jobs pay more than others? (Write your own answer to this 
question below.) 
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Oregon Colleges Information Report 



Name _Date 

Write in the names of the three colleges arxl/or 



universities you researched, then fill in the 
foltowing information for each: 








' Address and phone number 








2. Contact person 








3. What provisions can they make for 
overnight lodging to S3e the csmpi^s? 








4. Catalog cost? 








5. What degrees do they offer? 








6. What are the school-wid e graduation 
requirements? 








7. What are the admission requirements? 








8. What high school courses are required to 
enter? 








9. Cost for tuition, books, and fees? 
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^ Enterprise High School 



Contact: 



School Enrollment: 



Chuck Haines 
Enterprise High School 
P.O. Box 520 

Enterprise, OR 97828-0520 
426-3193 

175 



Counselor/Student Ratio : l : 1 75 (+40 Jr. High) 



Program Summary: 



Sample Materials: 



In 10th and 12th grades at Enterprise High School, all students 
take a itquired half-semester career education class taught by 
the counselor. 

In 10th grade, students focus first on self-understanding and 
then on occupational exploration and research. They examine 
the ways their own preferences, aptitudes, skills and values 
affect their career choices. In the 12th grade, students 
concentrate on goal-setting and decision-making. They learn 
about job-seeking, labor market trends, financial aid for college, 
and consider options such as college, vocational training, 
starting a business, and joining the military. 

Enterprise High School's career development program begins in 
the 8th grade, when students and parents meet with the 
counselor to plan for high school in relation to career and 
educational goals. Ov ^ach programs in grades 8-12 
(parent-student-counseior planning meetings, a career fair, 
speakers from the community, on-the-job student visits, and 
field trips) complenicnt these required courses. 



Career Education Course Content (Grade 10); 

Career Education Job Analysis 

Occupational Evaluation 
Career Education Assignment Guide (Grade 12); 

Liberal Ans or Specialized Skills? 

Decision Time: Woric or School? 

Labor Market Trends Research 

Spotting Labor Market Trends 

Making the Job Outlook More Meaningful 

Post-High School Planning 

College Planner 
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state standards: 702(l)(a);3l6 

National Guidelines I. 3; IV. 3. 5; VI. 1 ; VI. 3, 7; Vn. 7; VIII. 2, 4, 6; IX. 5. 9. 10; 

XII. 2,4 

Career Information Resources: 

Micio-CiS, Micro-QUEST, CIS publications. 
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Career Education Course Content 

Grado10-18w««ks 



I. Self-Understanding - 9 weeks 

A. Introductory Unit: 

Course Content Coverage 
Course Objectives/Competencies 
Grading Policy 
Work Permits/Social Security 
High School Course Selection 

B. Personal Needs Unit: 

Personal Profile 
Occupational Evaluation 
Intrinsic/Extrinsic Characteristics 
Personal Characteristics 
Life Span Planning 

C. Work Ethte Unit: 

Definition/Problems 
Job Satisfaction/Productivity 
Displaced Worker/Unemployment 
Future Trends/Expectations 
Relationship to Occupational Planning 

D. Self-Concept Unit: 

Definitions/Te'^minology 
Hierarchy of Needs 
Setf-Esteem Traits 
Potential/Effectiveness 
Self-Knowledge/Creativity 

E. Personality-Values - Goal Setting Unit: 

Def initions/T erminology 
Types of Personality 
Relationship to Occupational 
Personality/Values Conflicts 
Co-worker/Supen/isor Relationships 

F. Ctosing Unit: 
Testing 

Master Roster ot Personal Needs 
Evaluation/Critique 



Extra Credit/Enrichment Opttons 

InlerviewsA^lsitattons 

Guest Speakers 

ScholarsNpsn'esting 

Life Roles 

Tests/Quizzes 



Want-Ad Evaluatk)n 
Sources of Job Openings 
IntenrtewincyPiacenient 
LNestyle/Habils 

Relationship to Occupational Planning 



Job Fragmentatton/Enrichment 
GroMrth/Repiacenient Needs 
Untorvtion-Union 
Worker Classifk:atk)n 



Resistors to Decision Making 
Enhancers to Dedston Making 
Self-Fulfillment Affirmations 
Success Planning 

Relationship to Occupational Planning 



Terminal Values 

Instrumental Values 

Long/Shoit Range Goals Planning 



Personal Profile Summary 
Aptitude Testing 
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11. Occupational Exploration - nine weeks 

A. Career World Readings 

Occupational Report Assignment 

B. C.O.P.S. interest Inventory 

Activity Assignments 
Research Assignnf)ents 

C. Chronicle Guidance VIewdeck 

Activity Assignments 

Research Assignments 

Occupational Assessment Verification Fonn. 

D. FUmstrip and Vkieo Media Crltk|ues 

Summary Report Assignnnents 

E. Exploring Career Ousters 

Reading Report or Summary Report Assignments 

F. Ci.S. Computer Based Career QUEST 

Activity Assignment 

Computer Print-Out Evaluation 

Research Assignments 

Occupational Assessment Verification Fonn 

G. Vocational Bk>graphles Readings 

Reading Report Assignments 

H. Book Reports 

Reading Report Assignments 

I. Master Occupational List 

Prioritized Occupations Assignment 

J. Job Interview/Visitation 

Application Interview Form 
InterviewA/isitation Report 

K. Nine Week/Semester Exam 
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Career Education Job Analysis 

Name 



DIRECTIONS: This worksheet requires the use of numerous reference sources. 

Occupational Title 

Cluster Area D.O.T.No. 

1 . Indicate a minimum of five different responsibilities or tasks you will be perfonming on this job. 

2. Would you feel challenged doing these tasks? yes, no. Explain. 

3. In what geographic area would you prefer to locate for your job? 

Indk^ate the geographic locatton where this occupatton is most frequently found. 

4. Do you have any physfcal or health limitattons? 

A preference for physical type work? Explain. 

Indicate the type of physical activity involved in this job. 

5 What are your preferences for education or training? (Explain). 
Indicate the education or training expectations for this occupation. 

What is the appropriate way to enter this occupatton at an entrance level? When will you be able to 
meet this requirement? (Explain). 

6. Explain your preference for Data, People. Things, or a combinatton. Indk:ate the level and informatk)n. 

Indicate the Data. People, or Things level for this occupation. (Use three-digit number to describe 
each.) 

Data 

People^ 

Things 
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7. For your preferred lifestyle, wtiat income expectations do you have to maintain the standard of living 
you desire and/or what needs do you have that you expect a job to provide? (Explain). 



Indicate the going wage for this occupation, work schedule and fringe benefits or other traits this )ob 
provides that are important to you. 



8. What are the terminal values (major value systems) that influence your lif e'^lndicate some of the 
instrumental (behavior) values this job might promote or expect. 



9. Indicate the primary wori( environment you prefer. 



Indicate the primary wori< environment associated with this job. 



1 0. Indicate the criter' ^ that are applied to gain advancement in this occupation. What positions are 
possibilities for aovc.. icement ? 



Are these compatible with your ofifids for advancement, leadership or additional responsibilities? 
(Explain). 



1 1 . Indicate the appropriate courses to be taken in high school that strengthen your preparation for this 
occupation. Is your coursewort^ background sufficient? 



Indicate the Reasoning, Math and Language development levels appropriate for this occupation. 

Reasoning : 

Math:_ 

Language 



Do you feel your background is appropriate? Do you feel comfortable with these levels? 
Yes No 
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1 2. Indicate the job outlook for this occupation for the next five-ten years in Oregon and on the national 
level. Refer to the CIS, OOH and other niaterials. Are there any restridione relative to your pretended 
geographic location? Does your background or training give you this flexibility? 



1 3. Inc<>cate what you would consider to be the more enjoyable and the more frustrating aspects of this 
occupation. Think these over carefully and respond in detail. 

enjoyabte/advantages fmfitratinq/riteadvantagftfi 



1 4. Indicate the temperament levels appropriate to this occupation. 



Are these temperament levels in keeping with the other job characteristics that you had indicated a 
preference for in earlier classroom activities? (Explain). 



Indicate how compatible this occupation is with your answers to the previous questtons on this worksheet. 
To do this, mark a X** (compatible) or an T (incompatible) before each question. 



Take a few minutes to re-examine the personal needs or wants that you hope an occupatton will provkle 
for you or that you expect from an occupatton. Does this partcular occupation meet your wants and/or 
needs? Feel free to use this space to include addittonal informatton that you feel is important for this 
occupation. 
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Occupational Evaluation 

10th Grade Career Education 



Name 

DIRECTIONS: Your responsibility will be to: 

1 Review any information that you know aboi^t yourself and the preferences you desire in any 
occupation 



2 Review the information that you know about the occupation you just read about or researched. This 
IS information you had in notes or in your occupational woifcsheet. 



3. Write a thorough evaluation of \xm and your preferences in any occupation are or are not 
compatible with the occupation you just researched or read about. 

a) You must account for any information that might be missing from your research. 

b) You must also account for how you deal with the "needs trade-off* concept in your 
evaluation. 

c) Likewise, you must indicate whether you woukJ or woukJ not enter this occupatton and 
why. 

These are the 12 most important elements that I will consider when I make a deciston about an 
occupation 

3) . g) , 

b) .__ h) 

c) i) 

d) - j) ^ 

e) k) 

*) ^ I) 



This is my evaluation for this occupation: 



(Use the reverse side and additional pages to complete your evaluatton.) 
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Career Education Assignment Guide 

Grade 12 



The goals of this class are: 

a) to provide information to each student so he or she can properly prepare at least one of 
their post-hii;h school goals. 

b) to provide infom^tion on alternatives available after high school to help indecisive 
students prepared to make choices at a later date. 

c) to provide the opportunity for goal-oriented students to have their concerns and needs met 
on an individual basis. 

1 . Decision-Making Analysis 

Decision-Making Skills - VkJeo 
Applying Deciston Making Techniques 
"Star Struck" - Video 

"The Day The Senior Class Got Manied" - Video 
"Strategy for Decision Making" - Situattonai Tapes 
"A Matter of Sex" (Women's job conf Ikns) - Vkleo 

2. Goal-Setting 

Personal Goal Statements 

Note: Those students with incomplete or inadequate classroom goal 
statements will complete assignments chosen by the teacher. 

3. College/School Admissions and Placement Testing 

4. interest Inventory 

5. Labor Market Trends 

"Where the Jobs Are" - Fllmstrip 

Tomonrow'sJobs 

Oregon Careers - The Optk)ns 

Abstracts/Reports/Readings 
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6. Occupational Verification 



Review/List Personal & Occupational Preferences 

Occupational Listings and Research 
Micro-ClS/CiS Micro-QUEST- Computer 
Jcb-0 and Two Related Areas - Activity 
Occupational Interest Matching - Computer 
" Career Scan IV - Computer Chronicle Guidance - Activity 

* Career Directions - Computer Life and Career Planning - Computer 
Job Characteristics • Activity 

* COPS - CAPS - COPES - Activity Work Activities Inventory - Computer 

* Career Systems 2000 - Computer Holland Occupational Finder - Computer 
Career Planning • Computer 

* recommended activities 

Personal Readings from Occupational References 

Occupational Research and Verification 
Occupational Evaluation - Worksheet 

Occupational Verification - Two page minimum (Using their research 

notes, students will analyze how a selected occupation does and does 
not meet their personal and occupational preferences.) 

Occupational Verification Roster 

OccupationahEducation-Training Decision Making - Activity 

Note: For each of the minimum activities or printouts required, the student must rank at least sk 
preferred occupations (rank order). From these ranked occupations, the student needs to record a 
minimum of one-half page of notes on informatton that will benefit him or her in the decision-making 
process. These notes are to list multiple reference sources. 

7. Personal Conference 

8. Book Report 

Note: This will nof be a reading on occupations; instead, it will be a reading on decision-making 
designed to provide insight on the options you might pursue after high school - i.e.. college, work 
apprenticeship, trade school, military, etc. 

9. Financial Aid 
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10. CoK«ge/School Planning 

Educational Attematives/Comparisons 
Review of Reference Sources 
School/Cotlege/Research 

Going to Col!ege/What to Expect at College - Video 

College Scan IV - Computer 

College: lt*s Up To You - Filmstrip 

College Testing. Barron's S.A.T. - Computer 

Off to College - Reading 

Talbot's Student Planning Book - Reading 

Option: Work-College-Military-Trade School - Filnfistrip 

College Major>Minor/ASCVIC/Vo-Tech Screener 

1 1 . Second Personal Conference 



Optional Units 

The foltowing are optional units. They are available to meet the specifk; needs of students who listed them 
on their goal statements. They are also specifcally made available to be assigned as required adWHies 
for students who have incomplete goals and/or whose productive use of classroom time falls below a C 
grade average. Students assigned a required unit will be graded on their notes or worksheets and on a 
comprehensive test. 



1. Military Planning 

Armed Services Research - Activity 
Military Career Guide - Reading 
View Book - Reading 
Profile publication - Reading 
Military * Civilian Publtcation - Reading 
ASVAB Review 
Reports/Abstracts/Readings 
Army Career and Educational Guide 



2. Labor Unions 

Labor Union Research - Activity 

''Unions and You" - Filmstrip/Readings 

"Labor < Jnions - What You Should Know" - Filmstrip 

Collective Bargaining - Democracy on The Job - Booklet 

Why Unions - Booklet 

Unions: How to Organize. Join, Fight or Resist Them 

The Rise of Unions - Reading 

Apprentteeship-Readings / Activity 

Reports/Abstracts/Readings 

"Labor, Management and Society" - Filmstrip 

"The Amerfcan Worker" - Filmstrip 
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3. Preparation For Work 



Job Market Skins Research - Activity 
Locating / Applying for Employment - Activity 
Resume Techriiques * Activity 
Interviewing SkiHs * Activity 

Getting a Job * Tapes/Activity 

Dynamics of Job Interviewing * Tapes 

Compu-Job-Computer 

Seven Steps to Emptoyment - Reading 

15 Tips on Handling Job interviews - Reading 

Job lnten<iewing Skills * Tapes 

"Job Habits and Attitudes" - Filmstrip 

Don*t Use A Resume - Reading 

The Job Hunter's Final Exam - Reading 

"My Career Plans" -Pre/Post Tests. Filmstrip & Worksheet 

Personalized Inten^iew 

Topics for Discussion: 

1 . How labor trends affect occupational/educational 
decision making. 

2. Education vs. Work. The altematives. 

3. The changing role of women in the labor force. 

4. Labor Unions: What do I need to know? 

5. Understanding financial aid and scholarships. 

6. The Armed Sen/ices: What are the of^ions/benefits? 

7. The requirements for admission and testing. 

8. Preparing for changes in the labor market. 

9. How to be a competitive job hunter. 

1 0. "The Day The Senior Class Got Manied" - Video. 

1 1 . The effect significant others have on decision 
making. 



Grading 

Students will earn grades based on discussion, productive use of classroom tin>e, quizzes, tests and 
notes. Students will be graded on the depth and thoroughness of their notes. Notes will be required 
and graded for these areas: 

Decision-making analysis unit 

Labor market trends unit 

College and school reference publications 

Occupational verification/references/readings 

Financial aid 

College/school planning unit 
Military planning unit 
Labor union unK 
Preparation for work unit 
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Liberal Arts or Specialized Skills? 



Objective: 

To mtrcxluce students to trends occurring in the labor market and help them leam how these 
trends affect occupational and/or educational decision making. 

Procedure: 

The following activity requires the student to respond from his or her own value system. The 
student is to select a response and support It in writing. 

Scenario for the Student: 

You are at home eating dinner with your family. Because you grac^ate from high school this 
year, your mother asks if you are planning to attend a liberal arts college or get some specialized 
skill training After a few minutes, you tell your mother you plan to: 

(Response) 

Your father asks you why that is a better choice than the alternative. But, before you can 
organize your thoughts, your woXher says that whatever educational choice you make shouM 
prepare you to f unctk>n effectively in a variety of life roles and that you will need to prepare for the 
changes that will happen in the wort^place over the next 30 to 40 years. 

You now must impress your parents with mature thinking and convince them that your selection is 
a better choice than the other optk)n. You need to conskler your mother's concem about 
preparing you for various life roles arxJ for the changes that could occur in the labor maricet. 



Teaching Notes: 

About this time, the students may ask you to define a liberal arts educatton and 
specialized skill training. This is a good time to ask them about their concept of the 
terms and clarify the "general educatk>n" requirements for the humanities, social 
studies, math and sciences for a four-year college educatton. Also, share with them 
the avenues available for skill training through me military, apprentk^eship, trade and 
technical school and community colleges. Teachers also need to discuss the concept 
of the six life roles - learner, producer, family memk>er, citizen, indivklual and 
consumer - so students can consider them in their selectton. 

Discussions sliould deal with the issues students need to consider before they t)egin 
writing and the advantages their choice will have over the other optton. 

If the class is split between the choices, the teacher may put groups together to 
solkjify their arguments and prepare to debate with students of the opposing view. 
Another approach is to pair students of opposing views to discuss the differences so 
they can leam how the needs of others affect their decisk>n-making. Whatever 
approach is selected, the outcome generally results in a lively discussk)n in whk)h 
students support their reasoning with facts. 
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Decision Time: Worker School? 



Objective: 

To examine three alternatives to gain insight ac to which one might be a better choice to pursue 
following graduation. 

This activity follows "Which is the Better Choice: Ubera\ Arts Education or Specialized Skill 
Training?" - in which students fonnulated arguments in support of one choice. In this a0\(.y, 
students wiH use those arguments to discuss the merits of yet another choice - going to work 
directly after graduation. 

Preparation: 

Ask the students to devetop a list of factors that will affect satisfactton and success. These 
factors are extrinsic needs ii they are primarily controlled by the workplace and intrinsic needs if 
the individual can devetop competencies to meet them. They shoukJ be placed on the chalkboard 
and visible to all students. Include labor market trends and life role conskJerattons, as well as 
occupational needb. It is not necessary to use all of the terms on the list, but drawing from a 
variety of terms will stimulate a lively discusston. 

Process: 

Place the following words across the board away from the list of temis. 



Select a factor and ask the students which one of the three opttons woukJ best meet their needs. 
For example, use the factor ''advancement*' and ask different students to support an optk>n that 
would meet the requirements an emptoyer woukl use to advance an indivkJual. Be prepared for a 
great variety of responses. Encourage students to support their answers with specific reasons. 
After listening to a few arguments, arrive at a consensus and place a plus sign (-i-) under the word 
that appears to be the accepted chok^e. Place a neutral sign (o) under the term that is the second 
chok:e and place a minus sign (-) under the remaining chobe. In some cases, you may have to 
place a plus s^n under several words or provkle a mix of signs depending on the discusston and 
your interpretatton of their opintons. 

Continue to select certain lerms ^iid add appropriate signs betow the three titles. The end result 
should be a visual ptoture ^apiding whether a liberal arts educatton, specialized skill training, or 
going to work immediptdiy after high school will best prepare the student fbr various life roles, 
changing labor market trends or mept the needs that the student has in an occupatton. 

Sample terms: 



uiberal arts education 



Specialized skill training 
0 
0 



Worthing 



LIFE ROLES 
family member 
role of citizen 



LABOR MARKET TRENDS 

technok)gy changes 
displaced worker 
downsizing (layoff) 
transfer skills 



OCCUPATIONAL NEEDS 

advancement 
communicating ideas 
leadership roles 
job variety 



role of consumer 
role of individual 



SchooNvork, Lifework: Section 4 



Some of the terms are similar anJ they may not appear to fall in a particular category. Some 
irKhide flexible scheduling, mobility, being fired, interview & resume writing, processing an 
application, whole person development, merit pay or contingent pay systems, and 
entrepreneurship. It is best to develop a list with the students and not decide on particular 
categories beforehand. 

Follow-up Activity: 

The students will have a better understanding of the activity if you assign them a reading on labor 
market trends. The following are possibilities: 

"Best Jobs, Bright Futures - Your Brilliant Career," Changing Times, 
November 1987, pp 26-33. (Excellent introductory reading) 

"Tomorrow's Jobs," Occupational Cutlook Handbook, 1988-89 edition, 
pp 8-13. (U.S. Dept. of Labor publication) 

"An Overview of the Year 2.000." Occupational Outlook Quarterly, Spring 1988 

"Getting Ready For the New Jobs," Oregon Labor frendlsu August 1988. pp r 7. (Employment 
Division publication) 

"Where The Jobs Are Is Where The Skills Aren't," Business Week, 

September 19, 1988, pp 104-109. This is a special report publication that contains several 
articles/ 

Another approach is the students visit the library and obta.n articles from newspapers and 
periodicals that they can use for a report. 



Labor Market Trends Research 



Objective: 



To help students understand how changing events in the workplace can affect present and future 
employment opportunities. 



Procedure: 

The students should be familiar with library materials such as the Readers Guide to Periodicals. 
Request that the students obtain an article from a current publication such as US, News and 
World Report, Time, Newsweeli, Changing Times, Nations Business, etc. for the period 1985 to 
the present. They may need assistance in brainstorming topics when using the Readers Guide, 
Encourage them to browse to find present and future employment patterns/opportunities as well 
as future trends. The following are criteria they can use to identify a labor nnarket trend: 

a) does the article indicate specific trends developing that will have an effect on the type and 
number of jobs'^ 

b) does the article indicate the groups of people affected, how their work situation is affected, 
or the age levels that are affected? 

c) does the article indicate changes and exportsions associated with preparing for the job? 

d) does the article indicate issues and concerns associated with any projected changes in the 
workplace? 

e) does the article indicate the movement or changes taking place within different industries 
or companies? 

f) does the article indicate information that would affect their ability to function successfully in 
the workplace? 

These are merely gukielines. The teacher and the students can add to these. An article that 
deals with just one or more of these issues is acceptable. Even though magazine articles are 
preferred, the teacher should allow students to select newspaper articles on k>cal or nattonal 
issues that comply with the general guidelines. 

Request that the students bring a copy of the article to class when they present their assignment. 
How they present the assignment is up to the teacher. Having a copy made provides the teacher 
with materials to file and to use in subsequent years. It also enhances the teacher's knowledge 
for applying the information in other situr .tions or units.. 

Students may also develop an outline of their article, state the major trend, and supply specific 
information related to that trend. Following the general presentations and discusstons. the teacher 
can have the students indicate how their trends will affect some of their preferred occupattons or 
the type of education or training they might be considering. Analyzing the implications of these 
trends develops critical thinking skills related to decision making. 

Follow*up Activity: 

As a follow up activity, the teacher may consider bringing k)cal labor maricet economists in to 
share information about community and state labor-maricet trends. A specialist from the focal Job 
Service Division couW come in as a speaker to make students aware of the sen/ices that that 
organizations provides. 
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Spotting Labor Market Trends 



Objective: 

To develop a list of trends that affect the students' decisions about occupational and educational 
choices. 

Procedure: 

One of the first things a teacher may do is develop a working definitio.i of what constitutes a labor 
market trend. A trend can be a cause and effect relattonship that may change the workplace over 
the next five to 15 years. The resulting pattern or change will ha*'e a bearing on the; 

a) the types of occupations, 

b) the location occupations, 

c) the number of occupatons, 

d) the preparation for occupations, and 

e) the opportunities available within occupations. 

Based on the this definition students read articles obtained through research in the itorary and 
record what they consider the nuijor general trerxls. These are discussed in class and a master 
list is developed and refined. Or, the teacher may want all student to read "Best Jobs, Bt^ 
Futures - Your Brilliant Career from the November, 1987 issue of Changing Times and isolate 
significant general trends. Below is a list of general trends that may be useful for class discussion; 

THE IMPLICATION OF CHANGES IN TECHNOLOGY 

SERVICE PRODUCING VS GOODS PRODUCING CHANGES 

IMPACT OF SMALL BUSINESS FIRM (ENTREPRENEURSHIPS) 

MOVEMENT OF THE POPULATION 

MOVEMENT AND CHANGES IN INDUSTRIES 

GEOGRAPHICAL POCKETING (EMPLOYMENT & UNEMPLOYMENT) 

INTERPLAY OF MULTIPLE TRENDS 

EDUCATION AND TRAINING REQUIREMENTS 

ROLE OF WOMEN, MI^<ORITIES, MIGRANTS, AND RETIREES 

INCOME AND BENEF , DIFFERENTIALS 

ROLE OF LABOR UNIONS 

CAREER LADDER CHANGES/ADVANCEMENT OPPORTUNITIES/DOWNSIZING 
CHANGING ENTRANCE REQUIREMENT (NEW PATTERNS FOR HIRING 
EMPLOYEES) 

RETRAINING AND LIFE-LONG LEARNING (DISPLACED WORKERS) 
GROWTH VS REPLACEMENT NEEDS 

CHANGING AGE STRUCTURE OF THE POPULATION (IMPLICATIONS) 
CHANGING AGE STRUCTURE OF THE LABOR FORCE (IMPLICATIONS) 
GROWTH OF THE LABOR FORCE VS GROWTH OF THE POPULATION 
WEATHER AND CLIMATE IMPLlCATl0i^l3 (SEASONAL WORK, ETC.) 
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ECONOMIC AND MONETARY POLICIES OF LOCAL, STATE AND NATIONAL 

GOVERNMENTS 
NATURAL RESOURCES AND ENERGY/ENVIRONMENTAL ISSUES 
GLOBAL MARKETING, DEPENDENCY, TRADE IMBALANCES, 

IMPORT/EXPORTS 
CONSUMER BUYING HABITS 

POLITICAL DECISION MAKING AT VARIOUS LEVELS OF GOVERNMENT 

This is a starting list; the teacher should use those with which he/she feels most comfortable. It is 
important that students understand what is meant by each of the trends. 

Follow-up Activity 

If teachers are interested in doing aaoss-the-curriculum activities, they may consider asking 
other teachers to share their knowledge of certain general trends. A mathemattos or science 
teacher could discuss technok)gical changes that have influenced the workplace, while a gtobal 
studies or similar type of teacher couki discuss gtobal issues or poiitk:al ramiftoattons related to 
the workplace. Similariy. a personal finance/eoonomtos teacher can share hOH interest rates and 
consumer buying habits affect the types and number of occupattons. A teacher's imaginatton can 
lead to other approaches that woukJ clarify the implk;atk>n of labor market trends. 
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Making the Job Outlook More Meaningful 



Ob|ective: 

To examine the job outlook in current reference publications and to make those predk:tk>ns more 
meaningful by using informatton from current readings. 

Procedure: 

The students are asked to indicate two occupations they are currently considering Idr their future. 
If the student is not familiar with the details of these ocojpations, he or she needs to take time to 
gain a comprehensive understanding. Some recommended references are: 

a) CIS Oregon Occupations 

b) Occupational Outtook Handbook 

c) Chronicle Gu/c/ance pamphlets 

The student is to take the first prefen^ed occupation and use the reference sources to record the 
outkx>k for that occupation and any related employment pattern infonnatton. Once this 
information is documented, the student is to examine the (^nera/ labor trends developed by the 
class (see previous activity) and indicate a minimum of five ^e/Yera/trends that are signHicanl to 
that occupatk)n and to personal decision making. 

Once these general trends are selected, the student is to cite a relevant specific trend from prior 
readings for each selected general trend. The specific trend should clarify/support how the 
general trend will impact the student's occupation in a factual and accurate inanner. 

This should provide additional meaning, depth and insight into that particular occupation. Thus, 
the student is able to make a more appropriate occupational or educattonal decision. 

The same detailed steps are repeated for the second preferred occupation. A sample fonrat 
follows: 

First Preferred 

Occupation^ 

Occupational outkx)k/empk)yment pattems: 



1) (leave plenty of space) 



Students can include as one trend wher several trends interplay on one another to affect an 
occupatton. An example woukl be the effect of geographical pocketing, economics, political 
decision making and educatton/training on teachers. 



Generai trends 



Specif ic trends 
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Post-High School Planning 

Career Education 



Name/ Period 



This questionnaire will help you examine ideas, reasons and plans for your education, training or 
commitments beyond high school. You should understand why you are making these decisions a$ wel 
as the options that are available. Any decisions you make shouU involve discussions with your parents. 
Their experience, insights and financial assistance shoukJ be taken into consideratton. Please give the 
foltowing questionf your careful and detailed consideration. 



1 . Most students continue their educatton for one reason or another. Sort out your thoughts and write 
down several reasons why you want additional schooling or training. Explain your reasons if you 
are considering work, travel or the nriilitary or a combination of these. 



a) Your reasons: . 



b) Talk to your parents. What are their feelings, thoughts, or reasons? 



2. a) Take a moment to review the three nrxDst significant occupattons that resulted from your 
occupational verification process. Knowing that these occupattons are important to you, whk;h 
schools or colleges have you selected to provkle you with the appropriate preparation? You may 
wish to refer to the Oregon College Guide or other reference sources. 

Occupation No 1 InstituttonA 

Institutton B 



Occupation No. 2 Institutton A 

Institutton B 

Occupation No. 3 Institutton A 

Institutton B 



b) If your occupattonal preferences do not require preparatton school or college, then indtoate 
how you will prepare for these occupattons and be competitive in the labor market. Please 
provide specif k; and exact infomiatton. 
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3. There are a lot of reasons for selecting a school; before deciding, it is important tc understand what 
you want from any school or the advantages and disadvantages associated with b^tih. 



a) Write out eight-10 elements you will want to consider before you mai^e your choice. 



4. Gaining education or training can cost money. Indicate the estimated costs for any two schools or 
options you selected. One way to do this is to examine college catalogs or other reference 
sources and figure the cost by the month or quarter and multiply that by the number of months, 
quarters or semesters needed. 

Name of School or Program A. B. 

Tuition and fees 

Deposits/special assessments 

Board and room (on/off) campus 

Books and supplies 

Clothing allowance 

Laundry/dry cleaning 

Medical/dental costs 

Insurance (car, life, etc.) 

Transportation/Maintenance 

Organization/clubs . 

Recreation 

Personal supplies 

Other (hidden costs) 

TOTAL COSTS 



How do you plan to pay for your education? Have you discussed this with your parents? Have you 
applied for financial aid? What scholarships are you considering and applying for? Thinic about 
this!!! 
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Keep in mind that instnjctions have certain requirements for admission. Indicate the requirements 
for the two schools you selected. Provide exact infomrurtion or an appropriate response. (i.e. -yes. 
no. none or statentent). 

School A School B 

G. P.A. 

Admissions testing or placement 

Deadline or requirements 

Health certtf icate / examination 

Deadline or requirements 

Financial aid applicatton/fonn 

DesKlline or requirements 

Admissions application/form 

Deadline or requirements 

Limited entry program/type 

. Deadline or requirements 

H. S. Coursework requirements 

Requirements met? 



Other deadlines or information that you would consider beneficial: 



If you are considering other programs (military, work or apprenticeship) please indicate the 
requirements and procedures you oust complete. 



6. Indicate some of the problems you are presently facing in regard to deciding about your future 
occupation or training. Arrange to see the counselor to work on possible solutions or alternatives. 



7. Making decisions about going to college, a trade or technical school, the military or entering (he 
work force generates a lot of unanswered concerns. Please write down these concerns or 
questions and tl* e counselor will try to answer them or help you find answers. Please take the 
time to carefully think about your future. 



To help your parents review your plans, please have them examine your responses In an effort to 
help you with your future. 
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College Planner 



Answering the following questions should give you considerabie preparation for college. Please do the 
following: 



a) complete the research sheet for one institution of your choice, 

b) start out by browsing through the catalog from start to finish so that you can gain a general 
understanding of Its arrangement (use the index). 

c) for part A, select any questions and answers as detailed and as accurately as possible, ^a 
# mark means reared) Do a minimum of 15. 

d) for those questions not selected, please read about the information in the catalog so you 
will have some general knowledge about the questton being asked. 

e) complete all sections of part B. 



A. Name Of the institution 

Answer the following question for this Institution: 

1 . What is meant by the term "course descriptions'*? Where are they located in the college catalog? 
give a complete example of a course description. 



2. Indicate the institutions refund policy. 



3. Indicate the procedure for proper withdrawal from this school. 



4. Indicate term or semester and the starting and closing dates for each. Take the time to examine the 
school calendar for that catalog and list other key dates that are important. 



5. Explain the drop/add procedure. What are the late dates for drop/add and late registration? How 
does the college assign advisors? 
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6. What are the grading and credit aKematives that are available? How are credits granted? 



7. What IS the history of the college and the purpose for which it was established? 



8. a) What are the health requirements at this institution? 
b) What health coverage is provided and how is it paid for? 



9. What are the requirements for admission, testing, and financial aid, and their particular deadlines? 
What are the admission requirenients for transfer students? 



10. a) What types of housing are available? 

b) What are the requirements for entering freshmen students? 

c) List the deadlines and costs that are important to you. 



1 1 . What are the different types of degrees available at this institution? 



1 2 What are the requirements for degree completion and application? 
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13. a) What is meant by honors program? (not honor roll) 

b) Explain how the honors program operates at this institution. 



14. What are the factors that detennine if , ou are a freshman, sophomore, junior or senior class 
standing? 



15. a) What types of financial aid and/or scholarships are available? 

b) Who do you contact for such infomiation? 

c) Does th? catalog list scholarships? If so. list some that appeal to you as well as deadlines. 



16. a) How does the course numbering system operate? 

b) How are transfer courses distinguished from vocational courses? 



1 7. What are some of the programs, clubs-organizations, or athletic programs that are available. List 
some of those that appeal to you. 



18. What are different types of activities (social, etc.) available to students. List some of those that 
appeal to you. 
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19. What are some of the special services available to students? Explain the purpose of a lew of these. 



20 a) What is the school s total enrollment? Include the figures for the number of won)en and the 
number of men that attend, 
b) What IS the size of the community. 



21 . What is the school's conduct policy? For what reasons can you be suspended and/or expelled 
from school? What are your rights? 



22 What are some of the alternative ways to be admitted if you cannot be admitted as a regular 
student in the usual manner? 



23 \s. a summer program available? How does it differ from the regular school year programs? 



24 What are the requirements for graduate or advanced standing admissions? 



25. What sen/ices are available through the placement office? What must you do to be eligible to use 
the placement sen/ices? 
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26. a) What is mearrt by the concept limited entry** programs? 



b) What are some of these programs? 



c) If any of these "limited entry" programs apply to you, include the title of the program and the 
deadline date. 



27. Explain the specific steps that you must complete to be registered for your first term of school. 
(Use the catalog and class schedule.) 



Extra Credit Question (for A): Write down any other items of interest you found while reading the 
catalog and/or class schedule. 
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(College Planner, continued) 



B) Please select a program or degree iiMcompatble with one erf your m 

occupations from the "Post-High School Planning** worksheet, i^l free to repeal this •ellvity 
wHh any other college or occupation that Interests you. Additional Investigations wM benefit 

you and gain extra credit. 



1 . Occupation Title Degree Title/Type. 



2. Indicate the total nurr^r of credits necessary io eam this degree. 



3. Indicate the requirements that the institution (the one you Investigated in part A) expects you to 
meet to re, Ve your prefen^ed degro^. (Bachelor and Associate degrees as well as degrees in 
the Arts ano Sciences have different requirements.) 



4. Indicate the requirements that the de/xirrmenf expects vou to complete if you are to receive a major 
or minor from them. This could be a number of statf nrtents, a list of specific courses that are 
required or are electives, or some other particulars. 
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Course Planning 



Plan the Freshman year course s necessary to meet the institution's requirements and the department's 
curriculum requirements. (List if i sequence or individually if single courses) 

Dept. No. Course Title(s) Fall Winter Spring Total Req.or 

Crdt Crdt Crdt Crdt Elective 



P!an the Sophomoreyear courses necessary to meet the institution's requirements and the department's 
curricuium requirements. (List in sequence or individually if single courses) 

Dept. No. Course Titie(s) Fall Winter Spring Total Req.or 

Crdt Crdt Crdt Crdt Etedive 



Using the information from each section 4 and 5, complete one Freshman year quarter and one 
Sophomore year quarter, (class schedule form attached). 
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College Class Scheduling Practice 



Freshman Quarter 

List Dept., Dept. No., and Course Titie 



Hour 


Monday 


Tuaaday 


WtdHMday 


Thursday 


.Friday 


CfadM 


8: 














9: 














1C 


1: 














11 
















12 


• 














V. 
















2: 
















3: 
















4: 
















5: 






• 










6: 
















Sophomore Quarter 

List Dept., Dept. No., and Course Title 


Hour 


Monday 


Tuesday 


Wednesday 


Thursday 


Friday 


Credit 


8: 














9: 














1C 
















11 


: 














12 
















1: 
















2: 
















3: 
















4 














5: 














6: 
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Career Education Unit 
in a Required Course 



The number of schools providing career education units within required 
classes has grown in recent years. Realizing that full-term career education 
classes are not addressing their students* needs, schools have developed some 
excellent nuxiules for career developnient within courses that all students must 
take. Conunon courses into which these units are added include ninth-grade 
social studies, language arts, and transition courses; tenth-grade social studies 
and language arts; and eleventh- and twelfth-grade personal flnance and 
language ans. 

Courses are often co-taught by the regular instructor and a counselor. Hie 
greatest difficulty in implementing this approach is to identify the curriculum 
area where an additional week to three week unit of career education will fit 
without compromising the curriculum of the required class. 

Career education units, when combined with counselor-directed or career 
center activities, may provide the students with a career development 
framework for their entire four years. They are oriented to and coordinated 
with career education goals and activities, four-year planning, career 
information resources, and the schooPs tracking system for career 
development. 



Sample Materials: 

* Churchill High School 75 

■ Churchill Career Development Model 

■ "Directions 9" (Career Development Unit, Assignment 
Checklist) 

■ Implementing High School Planner 

■ Four- Year Educational Plan 

■ Career Planning Course Outline 

Sheldon High School 87 

■ Teens Today Lesson Plan 

■ Teens Today Worksheet 
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See Also . . . 

Career Education Unit in a Required Course 
as a Secondary Strategy: 

■ Central Linn High School 117 

■ Pleasant Hill High School 93 

■ Taft High School 105 

■ J. B.Thomas Junior High School 33 

■ Tigard High School 139 
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★ Churchill High School 



Contact: DeniscGudger 

Churchill High School 
18S0 Bailey Hill Road 
. Eugene, OR 97405 
687-3421 

School Enrollment: 1 1 SO 

Counselor/Student Ratio: 1 :288 

Program Summary: Churchill's career guidance model takes an integrated 

' developmental approach: career education is delivered 
throughout the cuiriculum with th^ support of counselors and 
teachers. The guidance program is ongoing and developmental 
for the student throughout his or her high school experience. 
Churchill's model aims to help the student prepare for the wide 
variety of life's roles. With some flexibility, career guidance 
activities are spread over a four-year period 

In grade nine, students take a 3-week unit called "Directions'* in 
a freshman required class that introduces them to career 
development and helps them create a four-year plan. 
Counselors co-teach this unit with the course instructors. 
Sophomores continue individual career exploration, participate 
in group guidance sessions, and update their four-year plan. 

Juniors take a 6-weck course called "Career Planning", in which 
they do personal assessment, career research and goal setting, 
and practice life planning skillr , This course is taught by the 
Counseling Department staff. Seniors have group guidance 
sessions in their English classes to develop post-high school 
plans and learn "transition skills". 

To support these activities, Micro-CIS, the High School Planner, 
and M'cro-SKILLS are available with both the Career Center 
and the business computer lab. (Micro-CIS is being installed in 
the lab in 1989; prior to this installation, the school had just one 
Micro-CIS unit.) 

Sample Materials: The ChurchUl Career Development Model; 

Directions 9 (Career Development Unit, Assignment Checklist); 
Implementing High School PldJiner; 
Four-Year Educational Plan; 
(Career Planning Course Outline 
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state Standards: 702(1 )(a),(b),(d): 405; 316 

National GukMines: 1. 3; IV. S, 8; VI. l , VII. 7; IX. S, 10; XII. 2, S 

Career Information Resources: 

Ncedlc-Sort QUEST, Micro-CIS, High School Planner, 
Micro-SKILLS, Oregon Careers. 
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The Churchill Career Development Model 

Churchiirs career guidance nxxtel has an integrated approach-career education delvered throughout the curriculum with support of 
administrators and teachers in a guidance program that is ongoing and devetopmenlal for the students throughout their high scfKX)! experience. 

The Churchill model for career development seeks to be a developmental process that assists t^e student in preparing for life's roles. With flexible 
scheduling, career guidance coursework is spread over a four-year period: 




Indivkjuaiized 

Test 
Interpretation 



Educattonal 
Planning 



IndivkiuaNzed 

Career 
Counseling 



Parent 
Activities 



Staff 
Consultatton 



[ 



CURRICULUM 



Qf)idi9: OireclionsS 
IntroducikK) to Career Devetopment 
Initialton of four-year plan 



GM10: Qioup Guidance Sessions 
Update 4-yeir plan 
Contthued career expkxation 



Gfidtll: Career Planning 

(e^Mreak class) 
Personal assessment 
Career research/goal-selting 
Life planning skins 



Grade 12: Group QukJance Sessfons 

in Englsh 
Post-high scfKxH planning 
Update "Career Planner* 
'Transition Skills* 




Print 
Resources 



Guklance 
Software 



Job Search 
Activities 



Annual 
"Career 
Symposium" 



College and Career 
Visitations 



J.T.PS. 
Services 



Community 
Business 
Partnerships 



"Directions 9" 



Career Development Unit (3 weeks) 



A. Goals: 



The career unit in the freshman year is designed to help the student explore his her future pos- 
sibilities. Career education is a devetopmental process thai assists the student in >:-'eparing tor life's 
roles-as a learner, producer, citizen, consumer, individual, and family member. Moreo ver, this unit 
will enable the student to 

1 . examine individual abilities, interests, and aptitudes; 

2. explore career opportunities; 

3. develop goal-setting and decision-making skills as they relate to further education and/or work; 
and 

4) initiate a four-year plan through the use of CiS's High School Planner software. 

B. Strategies and Activities: 

1 . Day 1 Introduction, icebreaker/warm-up 

2. Day 2 "Headlines" -a values activity 

3. Day 3 Devetoping a "skills" vocabulary relating the skill concept to jobs 

4. Day 4 Assessment Instrument - possibly COPS 

5. Day 5 Debriefing and interpretation 

6. Day 6 QUEST -using the Needle-Sort in small groups 

7 Day 7 CIS "Bobilator activity, CIS files and resources (Parent night, evening workshop 
to promote the parent's role in career devetopment of their student) 

8. Day 8-11 High School Planner 

9 Day 1 2 "Scavenger Hunr -tools for job search 

10 Day 13 Guest speaker: JTPA Specialist 

11. Day 14 Intervievvlng 

12. Day 15 "Futures -looking ahead to careers in the 1990s" 
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Assignment Checklist 



The purpose of this career devetopmem unit is to he^ you explore your future posslMities. Ufe holds 
many choices. In "Directions 9" you will explore: "Vtmoareyou?"''V\n)ereareyougoingr llowwM 
you get there?" and "Why?" 

To complete the unit for credit, the following activities must be completed. Each item will be signed 
off by the counselor/instructor or Career Center staff merrtber as you complete it. TNs sheet wiH be a 
record of your work and is a permanent part of your career materials. 

Personnel Signalture 



1 . "Headlines" -a values activity 



2. Skills vocabulary activity 



3. Completton of the career assessment instrument 



4. Completton of QUEST (Career Informatton 
System) and Career Center orientatton 



5. Completton of your High 'Ichool Plan 



6. Scavenger Hunt (job search tools) 



7. Guest speaker (JTPA counselor) write-up 



8. •'Futures" activity 
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Implementing High School Planner 



(Day 8-11 of "Directions 9") 

Materials: 

Transcript 

4-year plan worksheet 
High School Planner Goal Worksheet 
High School Planner User's Guide 
CIS User's Handbooks 

CIS publications (Oregon Occupatior)S, Programs of Study artd Training, Oregon Schools) 
Student diskettes 



INTRODUCTORY SESSION: Life Planning 

A. Goal: 

To devetop an educational plan that/eflects future possibilities-post high school education, career 
goals-short term and/or tong > erm. (This plan is a starting point and can be continually updated.) 

B. Strategies and Activities: 

1. Discuss goal-setting. 

Goals can reflect educational, occupational, or personal goals you wish to achieve. Examples of 
various goals irKlude: 

a) educational goal: to go to a four-year college 

b) occupational goal: to be a business executive 

c) personal goal: to own a business that allows me to create my own schedule and practice my 
leisure activities 

What are some that you have? 

What ingredients go into effective "goal-setting" work? 

a) gathering information 

b) developing an action plan 
.c) making decisions 

d) revising the plan according to experience and new knowledge 

2. Review steps in developing a meaningful four-year high school plan. 

a) Know graduation requirements 

Outline 4-J requirements for the Traditional and Individualized plans (See worksheet) 

b) Find out college requirements 

• State System of Higher Education Requirements 

• Selective schools-admissions criteria vary. i.e.. University of Washington (foreign 
language) 

• Community Colleges 
Resources: Career Center, CIS 
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c) Incorporate occupational goal information 



d) Include coursework to develop personal goals -i.e., develop musical talent or art, explore 
leisure interests, becorne involved in community service, etc. 

3. Learn how to use High School Planner: 

a) Components of the High School Planner (i>ee User's Guide) 

b) Goal Setting -(see User's Handbook): Complete the educational, occupational, and personal 
goal sections. Use CIS research. Review your QUEST and any work done in the CIS 
information files on occupations, programs of study and school infomiation. 

Special Note. High School PREP file gives career-related courses in a straightforward way. 
Type PREP plus the first two digits of the occupational number. 

c) Distribute Goal Worksheets-Give three to each student. Begin to develop infomnatton that 
relates to each goal identified. 

d) Assignment for tomon'ow: 

• Bring in any CIS research completed. At the least, take home the CIS User's Handbook 
and list at least two chok;es that tentatrvely interest you. 

• Briefly describe any post-high school plans you may have at this point. 

• Begin work on pages 1 -2 in the High School Planner booklet with further research 
gathered on the goal worksheets. 



SESSION 2: Working on Goal Worksheets with Small Groups 

A. Goal: 

Each student will develop tentative course selections based on: 
1 High school graduation requirements 
2. Information gathered as a result of one other goal 

B. Strategies and Activities: 

The four counselors and career specialist facilitate the small group activity. Resources: CIS books 
(Programs of Study arrd Traming, Oregon Occupations, Oregon Schools, and class set of reprotfjced 
CIS cluster pages). High School Planner Goal Worksheets. 
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SESSION 3: Using "High Scliooi Planner:" "Hands-on" Work in the iBM Lab. 

A. Goal: 

To demonstrate the corrponents o' the High School Planner on the microcomputer in a lab fiettino- 

B. Strategies and Activities: 

The High School Planner demonstralfon is facilitated by one counselor using the goal oflo greckiale 
from high schoor as the Instructtonal motive for leamirig the facets of the program. The other coun- 
selors and career specialist assi^individual students at the individual temiinals. 

Note: Trained parent volunteers and peer counsetor may also assist m this activity. 

Resources: Lab set of High School Planner program and data disitettes. 

SESSION 4: Continued Lab Work on High School Planner 

A. Goal: 

Each student will complete his or her four-year plan on the High School Planner program and print a 
copy of it. 

B. Strategl(>3 and Activities: 

Any student who does not finish in these two periods may continue Airing study time in the Career 
Center. Students' diskettes are stored in the ChurchiH Career Center. 

Students keep a t(ard copy of their high school plan in \heir career notebooks. Churchill's Career 
Specialist 

1 . makes a copy of the plan for the student's counselor: and 

2. labels and stores students' diskettes in the career .center. 

SESSION 5: The Next Step-Upuating the Four-Year Plan. 
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Four-Year Educational l^lan 



student's Name 



_Date 



TOTAL HOURS REQUIRED FOR GRADUATION: 230 

Hours earned grad» 9: 

Houn earned gnKto 10. 

Hours earned grade 11: 

Hours earned grade 12 

STATE SYSTEM COLLEGE REQUIREMENTS: 

4 years English 

3 years mathematics 

3 years social studies 

2 years sdenoe 

2 years other college prep 



ENGUSH 

9th (1 term wr) . 
10th (1 term wr) . 

Literature 

Oral English . . . . 



Total Credifci 
Required 



10 
10 
.,10 
3.33 
3 33 

80CUL STUDIES 

QlobalStudy 10 

U.S. History 10 

Government .6.6 

Economics 3.33 

SaDICE 

Physical 3.33 

Ule 333 

Environmental 3 33 

Olher .10 

HEALTH 

SoQwt 3.33 

Physical/Mental 3.33 

Careers/Safety . . ..... 3.33 

RE 

Team 3.33 

3.33 
3.33 
• •20 
• 20 
0.61 
6.00 
6.60 



Individuiri 

MATH 

APffW/FL 

PEMONALRNANCE .. 
HUMANnriE8(HL6HF). 
CAREER 



CAREER CHOICES 



CAREER-RELATED COURSES 



POST-HIGH SCHOOL PLAN 



CLASS OF 1988. 1990, 1991 

1st Trimester 

9th Grade 



10th Qr«d6 



11th Qr6d6 



12thQrad6 



2nd Trimester 3rd Trimester 



English 9 (Directions 9) x 



Global Studies 



Math (yr) 



Scier>ce (yr) 



PE101 



RE 102 



PE103 



English 10 



Math (yr) 



Science 



Personal Finance 



Health 



Lit 



Literature 



Writing 



U.S. History 



HumanMeo 



Personal Finance Health 



"Career Plennlna" 



Engtteh 



Government 
Humenltlee 



Government 



Economics 



Career Planning Course Outline 



Advanced Level of Career Development Designed for Juniors 

(6 weeks) 

Course Goals: 

Xareer Planning" is a course that ooiTtinues individual self-assessment activities, relates career re- 
searcfi and exploration to personal goals, and develops job search skills, and uses community 
resources. Students must also learn transition skills forlife plannriing. In ^'Career Ranning,Mhe 
student will 

1 . assess individual skills through the use of CiS's Mtero-SKILLS program; 

2. exptore career ckisters and reseaxh occupatk)ns of interest within a cluster; 

3. research a variety of post-high school opttons sucn as colleges and universities, 
apprentk^eship programs, amned servk:es, and vocatk>naMechntoal learning; 

4. learn about cun^ent emptoyment trends and opportunities; 

5. develop positive altitudes and decision-making, problem-solvtng, and interpersonal skills 
that contribute to career success; and 

6. update the four-year educational plan through High School Planner. 
Attendance: 

"Career Planning" is a highly parttoipatory class, and attendance at every dass sesston is necessary. 
Credit will be granted only upon completion of classroom and Independently-assigned activities. Out- 
of-class assignments may require work completed in the Career Center. 

Grading and Credit: 

Completton of all the prescribed classroom activities is necessary for receiving credit. See the at- 
tached "Career checklist for the summary of the activities required. This checklist must be kepi In 
the "Career Planner and signed by the appropriate personnel when the assignment is completed. 

Makeup: 

If t student becomes ill and misses one or two class pertods, makeup work can be arranged with the 
instructor If a student has an extended illness, it is recommended that the student drop the dass and 
enroll in the next six-week class sesston. 

I. WEEK 1 : Introdudton to career and life planning: devek)ping a positive classroom 
environment through group process. 

A. GOALS: 

1 . To promote effective interpersonal relaltonships in the dassroom; 

2. To utilize cooperative leaming strategies in delivery of curricukjm; 

3. To introduce the tools, resources, and skills needed in the life planning process. 
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B. STRATEGIES AND ACTIVITIES: 

1. Day 1 Icebreaker/warm-up 

2. Day 2 Group activity 

3. Day 3 "Why Ran?" 

Resources: If You Don't Know Where You are Going You'M End Up 
Somewhere. D. Campbell, Esther Matthews, LC.C. "Career Tal(" tape 

4. Day 4 Review the results of Holland's Self-Directed Search (completed in 

10th grade "Directions") 

5. Day 5 Tarty Activity" from John BoHes 

II. WEEK 2: Personal Assessment: Use of "Micro-SKILLS" (CIS) 

A. GOALS: 

1 . To introduce the concept of "sidlls" and how skills relate to occupattonal saUsfadton 
and success: and 

2. To complete the "Mk:ro-SKlLLS" program at the mterocomputer and share the resuRs 
with peers and parents. 

B. STRATEGIES AND ACTIVITIES: 

lntroductk)n-What is a Skin? Use of skills assessment in career planning, 
its importance, and how it fits into the Hfe planning model 

Complete Mk^ro-SKILLS worksheet. (In small gixxips) 

Sort Micro-SKILLS cards and use Churchill's matrix sheet. 

IBM lab: Enter the data, complete the skills assessment, and 
view occupatk)ns of interest. 

IBM lab: Debrief and continue to view occupatkms. 
Summary: kientify skHI words to use h resumes; highlight career duster 
areas and specif k; occupattons to research. 

III. WEEKS 3 AND 4: Resources for Career and Ue Planning 

A. GOALS: 

1 . To assist students in gaining addittonal knowledge with print and non-print resources 
for career informotton (CIS, Career Center resources, guMance software); 

2. To continue to update the student on "future trends" and promote understanding of 
the impact of political, social, economte, environmental and technok)gical changes 
upon career chok^e and change; 

3. To provide the student with the knowledge and skills for getting help in career planning 
and transition (i.e., networking, use of community resources); and 

4. To devetop career decision-making skills and continue post-high school planning. 



1. 


Day 1 


2. 


Day 2 


3. 


Day 3 


4. 


Day 4 


5. 


Days 
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B. STRATEGIES AND ACTIVITIES: 

Topics covered in these two weel^s will cover goal-setting, decision-maldng, college guidance, 
apprenticeship, military infonnation and job search. Each class will be divided into four teams 
to develop an "independent team** ^,roup study of the topic. 

1 . Day 1 Setting the stage : parameters of the group project. 

2. Day 2 Small groups -brainstorming: What do you need to know? 

Where can you find R? Sources/resources 

3. Day 3-6 Groups work independently with instructor superviston. 

4. Day 7-10 Smal! groups report to the total class. 

IV. WEEK 5: Personalizing One's Career Research/Goal Setting 

A. GOALS: 

1 . To relate career research and exptoration to personal, educational, and career goals; 
and 

2. To devetop skills in job search and the use of community resources. 

B. STRATEGIES AND ACTIVITIES: 

1 . To investigate and exptore a career cluster, highlighting 3 or 4 careers of interest; and 

2. To devetop career, educattonal, and personal goals based on the learning acquired in 
"Directions** and **Career Planning.** 

V. WEEK 6: **Updating High School Planner 

A. GOAL: To update the student's four-year educational plan by adding addittonal goals and 
related coursework. 

B. STRATEGIES AND ACTIVITIES: 

1 . Day 1 IBM Lab: Run **UPDATE** portton of High School Planner 

2. Day 2 Summarize career planner resources; use of **Career Planner in sentor year 

3. Day 3 Debrief: "Class Reunk>n" activity. 
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Sheldon High School 



ContACt: 



School Enrollmont: 



Maiian Little 
Sheldon High School 
24SSWillakenzie 
Eugene. OR 97401 
687-3381 

1,332 



Counsolor/Studont Ratio: 1:300 



Program Summary: All students at Sheldon High School take a Teens Today class in 

9th grade which includes a career education unit and use of 
career information resources. 



The Teens Today Worksheet introduces students to the variety 
of occupations in the state and heightens dieir awareness of 
related information such as salary, training required, 
demand/supply analysis, and schools and training programs. 

After this introduction to career information, students go 
through the QS Usefs Handbook, do QUEST, and use 
Micro-OS to gather specific career informsticxi. 



Sample Materials: 

State Standards: 
National Guidelines: 



Teens Today Lesscm Plan; 
Teens Today Worksheet 

702(l)(a)(C) 

V.2,VI.l;Vni.4;XII.2 



Career Information Resources: 

Oregon Careers, Micro-QS, Micro-SKILLS, Needle-Sort Kit 
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Teens Toc'^y Lesson Plan 



Objective 

To introduce students to the variety of occupations in ttw state and heighten their awareness of re- 
lated infonnation such as salary, training, demand, employment projections, schools, and training 
sites. 

Materials 

Oregon Careers newspaper and worksheet which will assist the students to seek speciffc Irtorma- 
tion about careers in this state. All students will have copies of twth. 

Time 

48-60 minutes 
Grade L^vel 

8th or 9th 
Procedure 

The career center akle or teacher presents the rationale for this exercise. The process is relative- 
ly easy and that the end result is the most important element-that students learn new information 
or supplement their current knowledge aix>ut career options in Oregon. 

Cddents can be in groups of 2-4 and shouW be encouraged to assist each other in finding the In- 
formatk)n. 

The teacher or aide directs the students to took on pages 14 and 15 for keys for infomnatton begin- 
ning on page 15. It is important to give additional definitions and answer questtons arising at this 
point so students will understand abbreviattons and code words. 

Throughout the working time, the teacher aixl aMe circulate through the room offering sugges- 
tions and answering questtons for students. 

When the working time has elapsed, comments and related discusstons, together with an intro- 
ductton for using QUEST, win take this learning experience Into a togtoal next level. 



Name 



Ciass period 

Teens Today Worksheet 

Use Oregon Careers 89 as your reference and fill in or answer the following: 

1 . Choose five occupations that interest you. Write them down, and then answer these questions (Begin 
on page 15 of Oregor) Careers 89) 

Occupation b SL 



a. What is the demand/supply analysis in Oregon in 1989 for each occupation? 

b. What is the suggested training for each occupation? 

c. What are the schools or trainii^ siles for each occupation? 

d. Write out completely the job description for three of these occupations. 
(Write on the bacl< of this sheet.) 

2. List four occupations that require only on-the-job training. 



3. List three jobs that require a Bachelor's degree or more. 



4. List three jobs that require a doctorate. 



5. List five jobs in which average pay is less than $6.00 per hour. 
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6. How many colleges and universities are there in Oregon? (p. 35) 

7. How niany community colleges are there in Oregon? (p. 35) 

8. List five licensed vocational schools that interest you or that you have never heard of before. 

(pp. 35-36) 



9. Define the word "tenure." 



10. Which occupatior^ will grow the most in Oregon in the years from 1988*1994? (p. 40) 
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Counselor-Directed Activities 



High school counselors play a central role in their students* career 
development In most of the program types discussed in this book, counselors 
are intimately involved in career development services: they coordinate the 
activities, provide one-on-one and group career counseling, and teach the 
career education curriculum. In the Counselor*Directed Activities model, the 
counselor is the focal point for a wide range of activities that insure a 
comprehensive, coordinated, and developmentally iy)propriate delivery. 

Schools that choose counselor-directed activities may use these activities 
alone or in conjunction with a career class or unit as the basis for the 1/2 unit 
of career development credit required for graduation. The strengths of the 
counselor-directed approach are the flexibility it provides in delivering a wide 
range of services and the intimate involvement of the counselors in the broad 
range of career development activities. 

Critical administrative fe^^turrs of tfiis model include 1) an effective 
tracking system to monitor student progress and insure completion and 2) the 
clear assignment of responsibility for the program and documentation of 
outcomes by the counseling staff. The first school presented provides a 
method for the first; the second, for the latter. 



Sample Materials: 

Pleasant Hill High School 93 

■ Student Educational and Career Portfolio 

■ Win, Place, or Show . . . Don*t Play Career Rouleue 

■ Senior Plan of Attack 

Taft High School 105 

■ Strategies for Student Success (graphic) 

■ Lincoln County School District Counselor Goals 

■ Guidance Program Management System 

■ Counselor Agreement 

■ Competency-Based Guidance Program Elements (graphic) 
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SeeAiso: 

Counselor-Directed Activities 
as a Secondary Strategy; 

■ Central Linn High School 117 

* Churchill High School 75 

* Enterprise High School 42 

■ Newbeig High School 129 

■ J.B.Thomas Junior High School 33 

■ Tigard High School 1393 
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Pleasant HIM High School 



Contact: 



School Enrollment: 



Program Summary: 



Sample Materials: 

State Standards: 
National Guidelines: 



Robert Griggs 
Pleasant Hill High School 
36386 Highway 58 
Pleasant Hill OR 974SS 
747-4541 

457 



Counselor/Student Ratio: 1 :229 



Counselors teach a six-week career unit in 9th grade in the 
"Cruise" class and a four-week career unit in the 12th grade 
Ptnonal Finance class. These units are part of the required 
curriculum* Counselor-directed career develq)ment activities 
are required in the 10th and 1 1th grades. These activities, as 
well as the outconies of the 9th and 12th grade units, are 
recorded in the "Student Educational and Carter P<ntfolio". Part 
of the portfolio is a "Four- Year Plan" to develop a specific 
program of study based on projected skills needed, course wwk 
recommended, personal goals, and training or quaIificati(His 
required 

In die 12th grade, students write a "Han of Attack" to develop 
specific options for vocationalAechnical schools, ccmimunity 
college programs, four-year college majors, jobs in the military, 
or entry-level jobs. They identify areas of occupational interest 
and detail specific requirements to meet their goals. 

Student Educational and Career Portfolio; 

Win, Place, or Show . . . Don't Play Career Roulette; 

Senior Plan of Attack. 

316, 405,702 

IV. 8, VII. 8; IX. 5, 6, 10; XII. 2, 3, 5 



Career Information Resources: 



Micro-CIS, CIS publications, any standard self-scoring interest 
inventory (such as Holland Self-Directed Search, Kuder, COP 
System), an aptitude instrument such as ASVAB or CAPS 
Self-Scoring Aptitude Test; DOT materials, various career brief 
kits. 
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Student Educational and Career Portfolio 

Nan<e Class of 



LAST 

Address 



FIRST 



Ml 

^ Phone 



My Four- Year Educational Plan 

My high school program below reflects the courses of study which help meet my future career, leisure, 
arxl family roles. 



GRADE 9 



1st 



2nd 



1. English 



2. Science 



3. Math 



4. Glotal Studies/Health 1 



5, RE 



6. Cruise 



QIUDE10 



1st 



2nd 



1. Englsh 



3. Sdenoe 



4. Global Studies IKkM. 



5. 



7. 



GRADE 11 



1. English 



^ U.S. History 



3. Health It/P.E. 



1st 



2nd 



4. Math or Science 



7. 



QRADE12 



1st 



2nd 



1. Engish 



2. Pereonal Rnanoe 



3. CareerClass 



PRESENT EDUCATIONAL GOAL 

9 10 11 12 

High School Diptoma 



(on-the-job training) 
Apprenticeship Program 

Technical-Vocational Training 
(comm. college, bus. ind. school) 

Bachelor's Degree Program 
(4 years college) 

Advanced Degree Program 
(&f years college) 

Armed Forces. Branch 



TENTATIVE CAREER CHOICES 

Grades 

Grade 10 

Grade 11 

Grade 12 



Name dass you have taken that is related to your 
career choice.^ 



Other 



CAREER PORTFOUO COMPLETED 


9 


10 


11 


12 
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Career Development Activities (Counselor Notes) 



GRADE 9: GOAL^EWNG, ASSESSMENT OF INTEReSTS 

Cruise (Career education unit in first semester) 

Course-specific career education 

Introduction to Career Information System and QUEST 

COPS Interest Test 

Four-Year Plan 

GRADE 10: EXPLORATION, ACADEMIC ASSESSMEHT 

Course-specific career education 

Elective exploration 

Meet with counselor 

Four-year plan review 

Standardized achievement tests 

Optional: Wbrk Experience 

Alternative program, Employment and Training 

Other 

GRADE 11: ASSESSMENT OF APTITUDES 

Course-specific career education 

Four-year plan review 

Armed Services Vocational Aptitude Battery (ASVAB) 

Armed Sen^i::es Vbcational Aptitude Battery. Group Interpretive 

Career Chart Information V orksheet 

Optional: Pre-Scholastic Aptitude Test 

Diversified occupations 

Work experience 

Alternative programs 

aher 

GRADE 12: PLANNING AND DEaSION-MAKING 

Course-specific career education 

Meet with counsetor 

Career unit: Personal Finance 

Optional: Work experience 

Alternative programs 

College-Vocational School Fair 

College-Vocational School Visits 

Other 

Other Options: 

Career Infomnation System books 
Shadow experience 
Lane Community College courses 
Research using Career Center resources 
Career educational software 
Avocattonal pursuits 



Career fiekJ trips 
Career Day or Week activities 
Job Fair 

COPES. CAPS. COPS assessment booklets 
Job-0. Ag-0 assessment instruments 
Alternatives to high school completion (G.E.D.) 
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Activity - Work - Interest Summary 

SUMMARY OF SCHOOL A COMMUNITY ACTIVmES (GRADES 9, 10, 11, 12) 



School and Community Activities 


Honors and Awards 







































SUMMARY OF WORK EXPERIENCES (PAID OR VOLUNTEER) 

Employer Nature of Job Length ot Employment 

1. 

2. 

3. 

4. 

5. 



SUMMARY OF APTITUDES, INTERESTS, SKILLS, AND OPTIONAL ACTIVmES 

Name of Activity Comments/Results 

1. 



3. 
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Win, Place, or Show . . . Don't Play Career Roulette 

Options for the Future 

Option 1 Vocational School, Military, Community College, 4-year School, Work (Circle one) 
Specifics: 



Courses Rrst Year: 



Things I need to do: 

1. 

2. 

3. ^ . 

4. 

5. ^ 

Option 2 Vocational School. Military, Community Coilegu, 4-year School, Work (Circle one) 
Specifics: 



Courses First Year: 



Things I need to do: 

1. 

2. 

3. 

4. 

5. 

Sign oti: Coutwrior P»nnVGuan$lan_ 
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Military Service Information Sheet 

Describe what advantages you see by going into the service NOW 



ERIC 



Specifics: 

What is the length of service term?. 
What is the starting pay? 



What is the highest pay you could get in a 4 year program? 

Where is the basic training? 

How long is bas\c training? 



What specific jobs can you get trained for? 

What do you see as some of the specific advantages of going and being in the service (the Iringe 
benefits")? 



What are some of the disadvantages you see? 



After finishing your specific training in the service, what "civilian jobs" could you qualify for? 



What specific benefits can you receive by being in the service and then getting out, e.g., education, loans 
on houses, etc. 
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College Information Sheet 



General Information 

Name of School 

Localton 



Cost for first year 
Tuition 



Room/Board 



Personal Expenses 

Identify Specific Requirements 

Grade Point Average 

Fees 



Deadline for Housing 

List two different housing options 



Size 



Books/Fees 



.Transportation 
Total 



SAT/ACT 



.Applicatton Deadline 



Construct your first year's program, including course titles 

First Quarter (Semester) Second Quarter (Semester) Third Quarter 



What, specifically, do you like about the college?. 



Name 2 majors you are interested in and what 3 jobs they can lead to 

Major Jobs Major Jot3S 



What specific steps must you complete to get financial aid? 



What are some of th^ benefits of a college educatton? 
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Work Information Sheet 



Occupational area you are interested in: 

Briefly describe how you plan to get a job in this field. 



Is there an apprenticeship proaram or vocational school where you can get training? What are the 
requirements and costs of such training? 



Name 3 places of employment where you might receive on-the-job training. 



What is the average hourly wage? 

What is the monthly salary range? 

Can you find the job in the cun^ent want ads? Cut one out. 

What is the current rate of unemployment in Lane County? 

What are the advantages and disadvantages of goirtg to an employment agency? 



Name three important "fringe** benefits you should look for: 



What other jobs areas are related to this occupation? 



What factors do you think would help you succeed in this occupation? Explain . . . 
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Vocational School/Community College Information Sheet 



Name of school 

Location 

Cost per year to attend 

Specific programs you are interested in 

Describe the specific job opportufiities that come from this training 



List the courses you will take: 



Hoiv long will the program take? 

What will be the total estimated cost? 

What other areas might this training lead to? 

Does the school have financial akJ? 

How do you apply? 

Is the program limited in any way (number of people accepted each year, date deadlines, 
recommendattons needed, test at school required, etc.). List H required. 



Does the school have a job placement servtee? 

List names and phone numbers for three people at the school who you can contact to get further 
information and help. 



Senior Plan of Attack 



Project Check-Off Sheet 

Practical Values Test 

CIS QUEST 

Interest test (Kuder, COPS, Holland) 

Aptitude test (ASVAB, CAPS, other) 

Review Student Guide 

Identify 3 highest: 

Interests Aptitudes Work Values 



Identify 3 highest areas of occupational clusters: 



List six specific c seers cards reviewed: 



Attend any three of the following presentattons: 

Lane Community College 
Military Services 
Work Orientatton 
College Orientatton 
Financial AkJ 
1990s Careers Outlook 

Things to tum in on the final day: 

1. summary sheet 

2. 3 profile sheets, COPS, CAPS. COPE 

3. CIS User's Handbook 

4. 3 data sheets 

5. 2 different prep sheets 

6. Study Guide Sheet 

Identify the three most plausit)le options for next year: 
1. 2. 

3. 
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Taft High School 



Contact: Marcy Taylor 

Taft High School 
4040 High School Drive 
Lincoln Qiy, OR 97367-1699 
996-2115 

School Enrollment: 387 

Counselor/Student Ratio: 1:231 

Program Summary: Taft High School begins its career development with a career 

unit in the 8th grade. CounselOTS from Taft High School go to 
the middle schools in the spring and use the High School 
Planner (HSP) with all incoming 8th graders. During this time, 
the counselors meet with the students in classroom settings to 
introduce career planning and High School Planner 

In the 9th grade, all students participate in a career educaticm 
class. Throughout their four years at Taft High School, they 
continually update the four-year plan within the career and 
technology center. The center is staffed with a coordinator and 
volunteer aides who are retired citizens from the community. 

Career education occurs throughout the students' curriculunou 
and the counselors provide teachers with relevant materials. 
Career education units are provided in 10th* and 12th-grade 
personal finance and economics classes, repectively. Students 
also conq)lete individual projects and each 12th-griide and 
his/her parents meet with the counselors in the fidl to use CIS 
and explore the job search or college information files. 

At the end of a student's senior year, he/she will have finished 
the high school planner and fulfilled the state's guidance 
standards. An accountability system for monitoring compliance 
to state guidance standards has been developed by the Lincoln 
County school district. This "Guidance Program Management** 
form ir completed following each student/counselor (or aide) 
contact. 

Sample Materials: Strategies for Student Success (graphic); 

Lincoln County School District Counselor Goals; 
Guidance Program Management System; 
(Counselor Agreement; 

Competency-Based Guidance Program Elements (graphic). 
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state Standards: 702(lKc). (2)(a).(b): 405 

National GuidaliRts: Counselor Competencies: 40, 43 

Career Information Resources: 

Micro-CIS. High School Planner 
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Lincoln County School District 
Counselor Goals 

1 . Each counselor will be knowledgeable of the professional mandates and guidelines established by 
the Oregon Department of Education. 



2. Each counselor will be certified by the Teacher Standards and Practices Commission of the State 
of Oregon. 



3. Each counselor, in conjunction with the building principal, will develop a professional growth 
program. 



4. Each counselor wit! coordinate the selection of the guidance team and its activities. 



5. Each counselor will collect ot}jective data through the use of commercial or seir*developed 
instruments to measure student attainment of goals in the four domains. 



6. Each counselor will respond to inquiries from local community members. 



7. Each counselor will meet the evaluai.^n timelines established by the building administrator. 



8. Each counselor, with the approval of the guidance team, will develop and manage a budget to 
support the guidance and counselor goals. 



9. Each counselor will manage a PEP (Personal Education Plan) for the educational, 
career/occupational and personal/social needs of all students. 
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Guidance Program Management System 

On the following page is a saniple of a computer scan form that provides base data for counselor 
activities at each of our school sites. 



The form is to bo completed for each student-counselor interaction. 
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INSTRUCTIONS 

1 Use No 2 pencil only 

2 Make marks heavy and dark 

3 Fill circles completely 

4 Do not use staples on this fon i 



GUIDANCE PROGRAM MANAGEMENT 

school|cnsl| student 



Correct Mark 



; O 



O 
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COURSE 



T 
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TYPE OF CONTACT 


IND 


GRP ! PHN 


RFL 


Student 




O 


o 


o 


New Student 


O 


o 


o 


o 




O 


o 


o 


o 


Parent 


o 


o 


o 


o 


AdfTiinistrative 


o 


o 


o 


o 


Service Agency 


o 


o 


o 


o 


Other 


Q 


0 


0 


0 



TIME OF CONF 


Before 


o 


School 


During 


o 


School 




After 


o 


School 




Evening 


0 



LENGTH OF CONF 


1 -5 mm 


O 


6-15 mm 


o 


16-30 mm 


o 


31-45 mm 


o 


Over 45 mm 


0 



NUMBER IN GRP 


2-15 


O 


16-30 


o 


3 1 or over 


0 
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PRIMARY a SECOND/ RY REASONS 








PLANS MADE/ 




FOR CONTACT 


® 


© 




ACTION TAKEN 




EDUCATIONAL DOMAIN 




Class schedule change 


O 


Studying S test taking 


o 


o 




Conf. with involved parties 


o 


Utilizing resources, etc 


o 


0 




Conf with parent 


o 


Problem solving/Ed plan 


o 


0 




Conf with student 


o 


■ 




Conf with teacher 


o 


CAREER/OCCUP DOMAIN 




Progress check 


o 


Knowledge of self 


o 


o 




Phone cail to parent 


o 


Knowledge of world of work 


o 


o 




Referred out of school 


o 


Career planning 


o 


o 




Referred in school 


o 


j Employmfnt 


o 


0 




Transferred to another school 


o 


1 




Scheduled another conf 


o 


PERSONAL/SOCIAL DOMAIN 




Other 


o 


Interpersonal Communications 


o 


o 




Mono 


0 


Utilizing contributions 


0 


0 






Use of community agencies 


0 


0 












LEISURE DOMAIN 






Group 


o 


o 






Life time 


o 


0 






Personal 


o 


o 






Family 


o 


0 












Administrative Tasks 


o 


o 






Other Management Tasks 

1 


0 


0 
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Counselor Agreement 



TO: , Senior High Principal 

FROM: , Counselor 



I will make the following contributions to the students, staff, and parents of (School) during 
the 1988/89 school year: 

STUDENT RESULTS: 

1 .0 Students will acquire and demonstrate the following competencies: 

1 . 1 Each ninth-grade student will: 

• Identify attitudes and skills for whteh emptoyers k>ok in job applk:ants. 

• Demonstrate skills in using the career infomratton resources in the Technotogy 
Center. 

• Demonstrate skills in using the career deciston-making process in choosing a 
career. 

• Identify her/his own woric traits and interests. 

1 .2 Each tenth-grade student will: 

• Identify local job opportunities. 

• Demonstrate job-seeking and appltoation skills. 

• Use at least four sources to find career/occupattonal informatton. 

1 .3 Each eleventh-grade student will: 

• Demonstrate skills in career deciston making. 

• Describe a course of study leading to career goal. 

• Demonstrate job-interviewing skills. 

1 .4 Each twelfth-grade student will. 

• Describe wortc/leisure/educattonal experiences outskJe of school that relate to 
own career goal. 

• Demonstrate planning skills required to reach her/his career goal. 

2.0 Of those students in my case toad who request assistance or are ref ened, each student will (1 ) 
identify the problem, (2) identify the problem characteristics, and (3) help prepare a plan to 
remedy the problem. 



ERIC 



Schoolwork, Ufework: S©ctton4 

12:] 



STAFF RESULTS: 

3.0 I will assist staff to design and implement an improved articulation system with both middle and 
senior high schools' staffs and t>etween grade levels. 

SELF-IMPROVEMENT: 

4.0 I will update my competencies in learning-teaching styles appropriate for the Talented and Qifted 
and for slow-learners. 

ASSIGNED TASKS: 

5.0 • I will chair the CORE Team Meetings. 

• I will participate in lEP Meetings when required. 
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COMPETENCY-BASED GUIDANCE PROGRAM ELEMENTS 



1. Philosophy/Guiding Principles 



Master Calendar 12 
of Events 



Advisoiy 11 
G)uncil/ 
District 
and/or by 
Building 



Student 10. 
Monitoring 
System 



Individual 9. 
School & 
Counselor Plans 



Counsdor 8. 
Agreenients 



2. Glossary 




3. Conceptual 



4. Guidance 
Goals 



7. Counselor Goals 



5. Student 
Competencies 



Management Systems/ 
Unique to Each Building 
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Gulde/Guldee Programs 




Guidc/guidee Programs, also called advisor/advisee, establish a leacher-to- 
student relationship that is useful in accoo^lishing a wide variety of school 
activities and adniinistrative details. In mosr schools that use this model, each 
classroom teacher (and often each administrator) is assigned a gixHip of 
students who are "guidees** or ''advisees** for their entire school career. Most 
have regular weekly or nnonthly guide group periods in which school activities 
can occur. 

Successful guide/guidee programs actively involve all staff in the full 
educational and guidance processes of the students. The delivery of carter 
education by the guide group leader, however, has nnet with minimal success 
for many reasons. A primary problem is that adequate training, expertise, and 
conunitment to career development are difficult to achieve with consistency 
and quality. 

The nxxlel program presented here uses the guide group as a uniform place 
for the counselor to woilc with smdents to accomplish career dcvelq)ment 
activities. The guide group leader is an active participant in many of these 
activities. 



Sample Materials: 
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Central Linn High School 



Contact: Doo Moore 

Oeunl Linn High School 
32433 Hwy. 228 
Halsey.OR 97348 
369-2811 

School Enrollmtnt: 219 
Counsolor/Studtnt Ratio: 1:219 

Program Summary: At Central Unn High School, the counseling departinent and the 

career center work togetfwr with "Guide Grmips" to lupport 
career devdopment activities. Each student is assigned to a 
Guide Group upon entering the high school Each teacher acts 
as an advisor (or "Guide") lo one group of students. All the 
students in a group are in the same grade in school, and most 
students stay with die same Guide and Guide Group throu^iout 
their four years of high school. Aldiou^ career development is 
not the Guide Group's primary responsibility, some of ^ 
school's required career activities take place within it Activities 
in the Guide Groups include developing a four-year educational 
plan, scheduling courses, handing out school informatim, and 
taking standardized tests and other assessment instruments. 

The "Occupational Analysis" inchided in this bode is a 
self-directed activity from Central Linn's Career Planning 
Packet Tlie Career Planning Packet is a majOTCOfrqKment of 
die school's career develqnnent program. It includes four parte: 
"Looking at Yourself;" "Looking at Jobs;" "How to Get a Job;" 
and ''How to Hold a Job." Each student receives the packet in 
9th grade and is expected to complete it by graduation. 
Students' progress is monitored annually, and die Career Center 
Coordinator meets witii 9tii- and 12di-graders during elective 
course tiooe. The career center staff plans to update the Career 
Planning Packet on a regular basis, one section per year. 

Other school career development activities include a unit on 
completing application forms and writing letters and resumes in 
die 12th grade. Counselors meet with individual students to 
help widi plans for postsecondary education and to help find 
information about programs of study, schools, and financial aid. 



Sampto Mattrials: 



Stat* Standards: 
National QukMlnes 



Micio-QS is used in all of these activities. The schocd has a 
singte Micio-aS system in the Career Center, adjacent lo the 
Counseling Office. The Counseling secretary provides some 
support for the Career Center Coordinator. Planned changes for 
the prognun include intioducing High Schod Manner in the 
Gu^ Groups with counaelors, cornecting the Career PUnning 
Packet nxxe closely to the four-year educational plan, and 
adding an employee to he^ in the career center. 

Occupational Analysis: CIS First Session Woiksheet; 

as Second Session Worksheet; 
CIS Third Session WwksheeL 



316;702(l)(a) 

1.3; IV.3, 5; VI. 1; VII.7; Vni.4; XII.2 

Caraar Information Rasourcas: 

QUEST, Micro-CIS, High School Planner, Oregon Occupations 
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Occupational Analysis 



ERIC 



CIS Rrst SMSion WbrkthMt 

The Career Infcrmatlon System was developed to he^ you aivtoraciram andfMoul mora about ttw 
career you have already decided upon. Ttw system talM into oonaidMlion your pliytioilconomtoca- 
tion preferences, education and trainino, aptitudes. IrMfOitt. MUst Md dssfetd wtgt. 

You WW complete QUEST tvvoaddHioruritinmduririo your high school yt«^ Cwior Cantor alii «M 
taiw you through the process this first time. itisthenyourrsiponaUlilytoiMkiappoinlmantolnfhs 
career center to complete the two other sessions. One a ppoln l msn l muatbeatthoiahgnrtstovel 

Read the instructions carefully in the CIS (/ser^s Handbook and than oompisto the QUEST quetltonnolm. 
You .nay use QUEST on the computer or wNh the Needto-Sort deck. AftorcofnptolinoKtoiMiclw.M 

the tWes of five occupations that appear on your print out (or thtt stayed on your naedte) and tN« you «t 

interested in presently. 

Five Titles 



2. 
3. 
4. 
5. 



1 Talte one occupation from the list of five at)ove and discuss why you Ike It k>est. Include mfonnation 
atx>ut salaries, work conditions, t>enefits, job availat)ility, etc. 



2. Was the job that you previously had considered among the five listed? (YES - NO) 
If Yes, why? 

IfMol, Why not? 



Completion Date 

Central Unn High School 
July 1987 
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CIS Second Session Worksheet 

1. Did your QUEST list produce the same results as when you firM Yes No 

A. If NO - what occupatioris chanped? 

1. 

2. 

3. 

4. 

5. 

B. What answers produced the Changes? 



2. Using the Oregon Occupations book or the MicroCIS occupations prtntout, connplete the following for 
two occupations: 

A, Occupation title: 

Brief description of duties on the job: 



Earnings: 

Outlool^: _ 
Preparation: 



B, Occupation title: 

Brief description of duties on the job: 



Earnings: 

Outlool^: _ 
Preparation: 



Completion Date 

Central Unn High School 
July 1987 



CIS Third Session Worlcsheet 

What changes in your occupation list occurred after connpMino CMJEST the third time? Explain why the 
changes occunred. 



List your cun^ent top five occupations: 

1. 

2. 

3. 

4. 

5. 

Cun'ent occupational goal: 

From the information found in the Oregon Occupations bo(M or prinout, complete the occupational 
analysis below. 

A wide variety of materials can be found in the Career Center to assist you in completing this analysis. 
First familiarize yourself with the reference books, the audio-visual materials, the pamphlets, the CIS 
books and the other infomnation. Then complete this analysis. 

Occupational Analysis Outline 

I. Classifk:atk>n 

A. Con'ect Occupational Title: 

B. Major Occupational Group: 

II. Description of work (list at least five tasks or duties) 

A. 

B. 

0. ' 

U. 

E. 

III. Working conditions 

A. Physical surroundings (noisy or quiet, indoors or outdoors, hot or ooM, air condiltoned. 
etc.) 



B. Working schedules (steady, toss of time because of weather, seasonal, dangers, stand- 
ing or sitting on the job, odd hours, tiring, heavy or light Hfting, etc.) 
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IV. Personal qualit)es required 

A. MemaliMlities and aptitudes r)e6ded(rrii»ha^ edenct. 

mechanical, etc.) 



B. Personality traits (speech, appearance, honesty, tact, etc.) 



C. Interest requirements (in machines, ideas, people, outdoors, etc.) 



D. Physical requirements (active or sitting job. strength, height, weight, age etc.) 



V. Education or training needed 

A. Usual type of education - list one (txjsiness school, technical school, comnunity 
college, four year college, apprenticeship, special school) 



B. Years of education after high school 

C. Sl(ills needed 

D. Courses in high school that would help to prepare you for this job: 



E. Where to get the training 



Name and addresses of schools: 



Course Length Yearly Cost 



F. Do employers have on-the-job training programs? (YES - NO) (descrtoe if yes) 
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Vi. Location of employment 

A. Most workers in this career are fcMjnd- Net one (dlies. rural areas, all areas, offices, 

f actoiles, other) 

B . Specific f inns in a city, state, or area where this type of job would be available (IM 

three) 

1. . 

2. 

3 

VII. OutkxA 

A. Are additional workers needed now In this oocupalton? (YES - NO) 

B. Will more workers be needed in the future? (YES - NO) 

C. Is it considered a bright future, status quo, or dead end job? (List one) 

D. Job outlook in next 10 years: (list two points) 

1. 

2. 

VIII. Earnings 

A. Beginning wage (underline per: hour, day, or year). $ 

B. Wage earned by most workers. $ 

C. Highest reported wage. $ 

D. Is there usually a pakJ vacatton? (YES * NO) 

E. How would you be pakJ for overtime? (time off, time and a half, etc.) 

F. Fringe benefits-list (holidays off with pay, sick leave, hospitalizatton plan, dental plan, 
penston plan, etc.) 

1. 

2. 

3. , 

4. 
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IX. Hours work 

A. Usual hours per day: 

B. Number of days per week: 

C. Number of hours per week: 

D. Night work - circle one (never, always, somstimes) 

X. Promotton 

A. Are there opportunities for piomotkKi? (YES - NO) 

B. Must one get additkMial training to quaffy for promotton? 

1. Fonnal (YES - NO) 

2. Informal (YES - NO) 

3. Apprentice training (YES - NO) 

C. Are there related occupations to whk:h this job may lead either with or without 
nfX)re training? (YES -NO) 

If YES. list two: 



D. Possibilities for the first promotion are - list one (poor, fair, good) 

XI. Health and safety 

A. Are there health dangers involved? (YES - NO) 

If so, what kind? 

B. Is there a high aocklent rate on this job? (YES - NO) 

C. What safety precauttons must be taken? 

1 . Wear protective ctothing? (YES - hK)) 

2. Safety mles (YES - NO) 

XII. Emptoyee organizattons 

A. Would you be expected to join a union? (YES - NO) 

B. Would you be expected to join an emptoyee organizatton other than a unton? 
(YES - NO) 

C. Is a license required? (YES - NO) 
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XIII. Advantages - Disadvantages of occupation 
A. Advantages 



B. Disadvantages 



XIV. Sources of additional infomiation 

A. Title: 

Source: 

Address: 

Phone: 

B. Title: 

Source: 

Address: 

Phone: 

B. Title: 

Source: 

Address: 

Phone: 
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Completion Date 

Central Linn High School 
July 1987 



Career Center Approach 




Just as the counselor can provide a focal point for career developnoent in a 
school, the career center can serve as the centerpiece. Often the cairer center 
is an outgrowth of the counseling office; ideally, it is located in close 
proximity to the counseling office to ensure the counseling staff has access to 
its resources. Staffing is important: some schools designate a counselor, 
secretary, career center aide, or career center coordinator (who may also be a 
teacher) to staff the center, many rely on volunteer assistance. 

Services and resources of a career center can cover a wide scope of career 
and postsecondary educational needs. The Career Inforatiation System 
delivery systems are housed in the center. Other written and audio-visual 
resources on occupations, testing, job search, and post-sccondary schools are 
provided. Most centers maintain a filing system for miscellaneous articles and 
pamphlets that is con^tible with the CIS classification systems. Books on 
college selection, financial aid, careers in various field *, personal career 
development, and job search are available. The career center may be the 
clearinghouse for materials used in classes by other teachers, for interest 
inventoric Uptitude testing, for SAT preparation, for military recruiters' 
visits, and loi the ccn^perative work experience program. 

The career center cannot, however, operate in a vacuum. It needs a forum 
for student orientation, prescribed student activities, a tracking system, and 
classroom and counseling suppon and integration with its services and 
resources. 



Sample Materials: 

Newberg High School 129 

■ Newberg High School Career Development Goals and 
Objectives 

■ Student Career Checklist 

■ Career Planning Flow Chart 

■ Career Profile 

■ Interview Questionnaire 
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See Also . . . 

Career Center Approach 

as a Secondary Strategy: 

■ Central Linn High School 1 17 

* Churchill High School 75 

■ Sheldon High School 87 

■ Taft High School 105 
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Newberg High School 



Contact : Myma Friese or Lob French 

Newberg High School 
EUionRoad 
Newberg, OR 97132 
538-8361 



School Enrollment: M61 
Counselor/Studont Ratio: 1:387 



Program Summary: Newberg High School's career program is organized around a 

central carter center. The career center staff keeps a "Student 
Career Checklist** for each student and checks the activities off 
as they are completed. 

Students meet with a counsels at every grade level. They are 
required to complete "Career Profiles** in grades 9 and 10 and to 
explore career options through QUEST and a self-awareness 
presentation. Students in the 10th grade take a Personal Finance 
class in which they prepare a resume and learn job-seeking skills. 

Activities for 1 1th and 12th-grade concentrate on a general 
occupational area and/or educational training. Juni<KS attend 
career information day and take the AS VAB or PSAT test. 
Seniors update their resumes, go to interviews at the job fair, 
college fair, military presentation, and complete an employment 
and labor unit in their economics class. 



Sample Materials: 



State Standards: 
National Guidelines: 



Newberg High School Career Development Goals and 

Objectives; 
Student Career Checklist; 
Career banning Flow Chart; 
Career Profile; 
Interview Questionnaire. 

702(l)(a);316; 405 

1.3; IV.5,8; V.2; VI.l A7; VU.7; Vni.4; IX.9J0; Xn.23,5. 



Career Information Resources: 

Micro-CIS, CIS publications, Oregon Careers, aptitude tests. 
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Newberg High School 
Career Development Goals and Objectives 



9th Grade 

Goals: Tne student will make tentative career development plans. 

ObJectlvM: The student will demonstrate the ability to 

1 . make personal choices and deciskms appropriate for individual needs. 

2. match selected careers to ktentVied interests and preferences. 

3. review his^r four-year educational plan. 

4. select appropriate Newberg High School course offerings to match career 
goals. 

5. locate and use career center resources. 

6. investigate three specific careers matching kJentified interests and 
preferences. 

Suggested The 16lk)wing adivWes will provkte assistance in achieving objectives: 
Acthf (ties: counsetor conference, career center orientation, parent orientation, standardized 
career profile deveiopmenl. vocational course orlentatton. interest surveys, sell- 
awareness and deciston-making presentatton. and a variety of smal group activities 
and written assignments. 

10th Grade 

Goals: The student wHl assess career deveiopmenl plans and devetop job search 
technk^. 

ObJectlvM: The student wil demonstrate the abity to 

1. establsh tentative career and educattonal goals. 

2. apply job search and applicatk>n procedures. 

3. ktentity caiser/occupatton choices related to personal interest, values, 
aptitudes and abilities. 

4. Investigate two careers compati>ie with ktentified preferences and interests. 

Suggeslsd Objectives will be met by implementing the foNowing activities: counsetor con- 
Activities: ference, standardized aptitude test, interest sun^ey career profile devek)pment from 
CIS output, and successful completton of the job search unit in the personal finance 
class. The job search unit will involve indivkJual and group presentations and written 
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and oral assignments to cover these areas: obtaining a Social Security number and 
work permit, finding job openings, f mng out application fomis, writing a resume and 
cover letter, learning techuniques for interviewing, and writing follow-up lettens. 



11th Grade 

Goals: The student will assess career development plans as they relate to academic 

and personal choices. 

Objectives: The student will 

1 . review and update the educational plan, including tentative post-graduate 
plans. 

2. assess first-hand information from four authorities in four separate fields. 

3. assess aptitude. 

4. familiarize himself/herself with the Newberg High School cooperative work 
experience and general work experience programs as they relate to entry- 
level career opportunities. 

Suggested Juniors will accomplish the above objectives by the following opportunities: ooun- 
Activities: selor consultation, attendance at four sessions of Career Informatbn Day or alterna- 
tive assignment, completion of the ASVAB or PSAT test, and work experience 
program orientation and elective participation. 



Goals: 



12th Grade 

The students will assess career development plans and prepare for appropriate 
post-high school plans. 



Objectives: The student will demonstrate the ability to 

1 . review and update the educational plan and develop post-high school 
direction. 

2. update his/her resume to be reflective of current goals and experiences. 

3. gain first-hand insight into one of the foHowing poet-high school oppor 
tunities: entry-level employmerM, military, college/technical school training. 

4. investigate the role of emptoyment and labor maricet c^ r^*itk>ns In the 
economy. 

Suggested Seniors will fulfill the above objectives by the foHowing activities: counselor con- 
Activities: ference; personal cun^ent resume preparation; attendance at job fair, military inter- 
views, or college fair; and completion of the Employment and Labor unit in 
economics classes. 



ERIC 



Schoolwork, Ufework: Section 4 



131 



This Sheet i$ placed in trie student's file in Name. 

the Career Center and signed off as he or 

she completes each item. Class . 



Student Career Checklist 

9th Grade 

Cluster Presentations 

Signature 

Career Profiles 

(irwiudes Job-0 and Orientation) 



Signature 



Signaturt 



Signature 

Self-image Presentation 

Signature 

10th Grade 

Job Search Unit 

Social Security Card 
Work Perniit 
Applying for jobs 
Rndbig job openings 
Job Applications 
Resume 

Inten^iewing techniques 

Signature 
Personal Rnance 

QUEST and Two Career Profiles 

Signature 

11th Grade 

Career Information Jay 

Signature 

AS VAB or PSAT test 

Signature 

12th Grade 

Update Resume 

Signature 

Job Fair, College Fair/SAT 
or 

Military Rep. Meeting 

Signature 
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Career Planning Flow Chart 



ABILITIES 



INTERESTS 



SELF-CONCEPT 



JOB MARKET 



FUTURE 
TRENDS 



VOC-TECH SCHOOL 



COLLEGE 



UBCR 
FORCE 





1""™*-! 






1 inUTARY |, 





PRIVATE TRADE 
SCHOOL 



ON-THE-JOB 
TRAINMQ 



h 



CAREER PLAN 



WHAT 

TRAINMGIS 
NECESSARY? 



WHERE IS 
TRAINMQ 
AVAILABLE? 



EDUCATIONAL 
PROGRAM 



PLAN 

EDUCATIONAL 
PROGRAM 



Freshmen corrplete three profiles after filling out Job-O-lrrterest Survey and selecting three careers of 
their choice. They use Oregon Careers newspapers and CIS information books in the Career Center. 



Name 

Career Profile 

Naine of Career: 

Duties and Responsibilities: 

1 . Description of work performed on the job (list minimum of five duties): 

A. 

B. 

C. 

D. 

E. . 

F. 

G. 

H. 

2. DescritM the specific skills necessary to perfonn this job: 



Education/Training Needed for the Job: 

1 . What courses do you plan to take in high school that would help prepare you for this career. 



2. What additional training do you need in order to enter tNs career {If just a high school dipfoma Is nec3s- 
sary, please indk;ate.) 



er|c 
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3. Considering your grades and attendance record at high school, are these educational and training re- 
quirements realistic for you? 

Yes No 

Salary and Benefits: 

1. What is the salary range? 

2. Would this salary provide enough nx)ney for you to live as you want? 

Yes No 

3. What are the other (benefits in this career? 



Current and Anticipated Needs: (Refer to Careers Newspaper) 

1.1s there a need for woricers in this career in Oregon? Yes No 

2. Will the demand for workers increase or decrease in the next five years? 

Increase Decrease 

3. What schools can you attend in Oiegon to prepare for this career? 

Community Colleges 

Trade Schools 

Apprenticeship Programs 

Colleges/Universities 

On-The-Job-Training 

Resource Materlais: 

List the two resources that you used to gather the infomnation to prepare your Career Profile. 
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Seniors who miss the Career Day talk to three 

people who have jobs in their area of interest 

and complete this form for each interview. Student s Name. 



Interview Questionnaire 

NAME OF PERSON INTERVIEWED: 

Address and Phone: 

Questions for career interview: 

1 . Basic skills needed for occupation: 

2. Type of education/training needed for this type of work: 

3. Chances for promotion or advancement: 



4. Courses I should be taking in high school that woukJ help me in this career: 



5. What are the working conditions like? 



6. Are there any benefits that go with the job? 



7. Is there an opportunity to go into business for myself or be placed in a similar civilian posttton 
after sen/ice or experience in this type of job? If so, what career would I be trained for? 

8. Is there a tot of physical activity related to this job? If so, specify. 

9. What are the advantages and disadvantages of this type of job? 

Advantages Disadvantages 



10. What does your job entail, and is there a great deal of responsibility? 




Independent Student Projects 




Independent student projects provide a way to ensure that self-directed 
activities occur within the high school years. They are similar to 
counselor-directed activities, but tend to have a mem specific and independent 
process for the student to follow. Schools use these projects most often to 
fulfill one element of a comprehensive program. 

The oKxiel presented here provides an option to the required career 
education class, primarily for students who transfer into the high school 
Some independent student projects are also affiliated with career center 
approaches and guide-guidee programs. A well-written handbook or guide is a 
prerequisite for an effective project. Also, the students need access to 
assistance and advice while they are working on the project as well as 
feedback on their final product. 



Sample Materials: 
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■ Career Project for 9th Giaders 
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See Also . . . 

Independent Student Projects 
as a Secondary Strategy: 

■ Taft High School 105 
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TIgard High School 



Contact: 



School Enrollment: 
Counselor/Student Ratio: 
Program Summary: 



Sampla Materials: 



State Standards: 
National Guidelines: 



Don Feller 
Tigaid High School 
9000 SW Durham Road 
Tigaid, OR 97224 
684-2255 

1.605 

1:325 

In the ninth grade, all Tigaid High School students take a career 
education class that uses OS, the Occupational Outlook 
Handbook, the COPS and SDS. If a student transfers to Tigard 
High School and misses the class, he or she does the Career 
Projea, monitored by a counselOT. 

In the chemistry class, which about 30% of the 1 Ith-graders 
take, students do an infused career project 

All juniors take a Personal Finance class with a career 
education unit that focuses on life after high scooU the 
conomunity college option, 2-1-2 programs, financial aid, and 
job search. 

Finally, all counsel(»s help their student advisees use CIS for 
career exploration and to ^t national school and scholarship 
infcxmation. 

Career Project for 9th Graders 
Career Occupation Report 
Interview 
Interview Form 
School ~ College - Training 
Completion Notice 



316; 702(lXa) 

1.3; IV.3,5; VI. 1,6,7; Vn.7; IX.5,10; XII.2 

Career Information Resources: 

Micro-CIS, Occupational Outlook Handbook 
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Career Project for 9th Graders 



The Career Project May Meet 
One of Several 
Tigard High School Requirements 

If you are a transfer student to THS, oompletion of the Career Proiect may cancel the need for a make-up 
of 9th grade Careers Class. The Career Project may be used to complete competency #14. Certain THS 
classes, such as chemistry, require the completion of the Career Prc^ as a necessary part of that class. 

Students using the Career Project as a sut)$tilute to a career class or competency must coordinate the 
work with the career counsek>r in the Guidance Center BEFORE starting. Plan forms must be signed in 
advance. 

The Career Project is simple and fun. The amount of time required is smaN (only hours), txjt if you 
discover how useful the Career Intomnatkm System (CIS) is, you may spend more hours tocating 
inforrnatfon on your future. We want you to IM fainiiiar with CIS t)ec^ 

use and will be the t)est source of he^ in cornpieting the Career Project. YouH find the computer terminal 
m the Guidance Center. Begin k>y folowing these simple steps: 

1 . Make plans to work on the CIS «>%>mputer tenninal to complete QUEST (approximately 20 
minutes). Sign up for use in the GukSance On\ce. 

a. Complete QUEST and select one OCCUPATION from the list. This becomes ODftilf 
ItiEfif CAREER/OCCUPATIONS you must complete. (Circle this occupatton and 
youk . .ame and turn in the CIS printouts wHh the completed projects.) 

b. Decide upon an OCCUPATION that is in some way related tu an upper level class or 
a special class such as chemistry, whch you have taken or are takirig. This 
becomes a second of th» thms CAREER/OCCUPATIONS you nrust complete. 

c. Decide upon any tbiCd career and complete a CAREER/OCCUPATION report on it. 

2. INTERVIEW: To help you better understand one of the CAREER/OCCUPATION areas, interview 
a person who is in that fiekl. This interview will help you make a deciston about the 
appropriateness of that fiekl for you. FOLLOW the suggested questtons when planning your 
INTERVIEW and write out general answers to key quesltons you asked. 

3. SCHOOLS - COLLEGES - TRAINING: Making good decistons about what kind of educatton and 
training you choose after high school is as important as any decision you have made so far. To 
help you examine the choces available, CIS offers substantial help. Every post-high school in 
Oregon is listed in CIS. The topk^s of available infonnatfon are clearly given in the CIS User's 
HandBook Students wishing to gather infomnatton on colleges and universities outskto Oregon 
may do so by using the Nattonal ?choo\ numbers found in the Guide to American Colleges. 

Your task is simple. Select one post-high school, college or training school and answer the 
questtons on the form provkled. 
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4. RESUME' - PERSONAL DATA SHEET - VITA - PERSONAL JOB APPLICATION: These are 
all names for the same item; a pers^Mial description of yourself that is a necessity when 
applying for jol>s and higher goals as an adult. Even K you never apply for a professional-level 
job, knowing how to conpiete a correct resume' on yourself will help you greatly in completing 
JOB APPLICATION forms and government type forms. Be sure that your Resume' has at least 
three adult, non-related references with phone numbers and addresses. You are to confute a 
con'ect resume' (if not typed, must be neatly printed in InK). To help you make this an easier 
task, use the CIS and ask for JS 51-58. 



THE END, AT LAST! When you have completed the required tasks, double check to see that you have 
done all of them. 

1. Completed -QUEST." 

2. Completed three CAREER/OCCUPATION reports. 

3. Complete the SCHOOL/COLLEGE/TRAINING form. 

4. Prepared a formal RESUME'. 

5. Completed the required INTERVIEW. 

6. Sign the completton notk» and attach your QUEST printout, then turn in completed results to the 
appropriate person. 
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Camer Occupation Report 



Name □ Chdm Class 

□ Transfer Student 
□ Other 

1. Classification: 

Occupatlonn"itle 

CIS # (if i«)plicable) 

2. Major duties of job: 



3. Job skills required: 



4. High school courses that muM help to prepare for entry into this occupation: 



5. Post-high school or college program courses that would help to prepare for entry into this 
occupation: 



6. If post-high school training is needed: 

7. List any aptitudes, interests and personal requirements of the job: 

8. Job Future: 

Is there a demand for workers now. how does the future demand k ok. etc.? 
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9. Job Compensation & Personal Responsibilities: 

What is the starting wage Highest 

What l(ind of fringe benefits are offered 

Win you be expected to Join a union, employee or professional organization? 
(specify) 

10. Where win you find enriployrnem in this job? (List four 
outside of the Tigard area) 



1 1 . What are some of the negative aspects of this job? (hazards, travel, pay?) 



1 2. IHow and where would you go about locating openings for this job? 

13. How much doesthis job interest you now? 

Def inlteV Probably If I knew more ^Only mHdIy interested 

Not interested Definitely not interested anynfK)re 

14. Why did you answer #13 as you did? 



1 5. What two (or more) sources gave you most of the above infomiation? 



1 6. What person has helped you with personal infomnation on this job? 



17. WHAT INFORMATION ON THIS JOB or WHAT NEXT JOB do you want to study? 



18. Did you interview a person on this job? if so, who? 
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interview 



Interviews. 

Complete an interview with an adult (21 or older) employed in any of three oocupations from your list of 
Career/Occupation choices. After the interview, write a summary of the interview. Attach (staple, tape or 
piste) your interview to the back of this page. 

When interviewing an individual about their vocation (job), there are certain standard questk>ns that can 
be asked. However, do not feel restricted to asking only these questtons. Feel free to ask questtons from 
the "CAREER/(XCUPATION REPORT* forms that were not answered by supplied sources. 

Suggested Interview Questions 

A. Name of person being interviewed 



Date and kx:ation of interview 



Occupation and emptoyer of person being interviewed. 



B. Suggested questions 

1 . What training is required? 

2. Is any experience requ^? It so, how much? 
:). What IS the beginning pay? Top pay? 

4. Do you wortc overtime? is this required? 

5. What are the fringe benefits? (i.e. insurance, education, 

vacatton, etc.) 

6. Are you required to join any unions or associations? 

7. What are the wortdng condittons? (clean, hot, outdoor, 

travel) 

8. What type of supen/isk>n do you get? 

9. What are the promotton opportunities or steps on this job? 

1 0. What is the future outkx)k for this job? 

1 1 . What do you feel are the advantages and disadvantages of 

this job? 

12. WoukJ you recommend a young person to select this as a 
career today? 

C. Process: 

Call a person in a career position you are researching. Identify yourself by name and tell the person you 
are from Tigard High School and woukl like to take a few minutes of their time to get some career 
infonnation for a class. It they say o.k., go ahead and ask some questions as suggested on this page. If 
the person does not want to artswer any particular question (such as money, etc) 5;imply go on to the next 
question. When you end the conversatton, be sure to thank the person for his/her time. Most importantly, 
be polite! Afterwards, send a thank you note to the person to express your appreciation. 
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Interview Form 



Interviewee 

Address & Phone # 



Career area 

When & where did the interview take place 



Summary of interview: 
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School - College - Training 



2. 



Complete name, address and phone number of school selected and the CIS numbers: 



a. 



Annual tuition^ee cost? 
b. 



Room & board annual cost? 

c. 



What is the number enrolled? 

d. 



What degree or certificates nnay be earned? 



List five areas of specialization offered by this school; then brien^ which program irMerests you 
the most and why? 



Match by name one of this school's programs that is closest to one of your three career/occupation 
reports. 
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Completion Notice 



A. i certify that I have completed this career package* 



name of studem 



address 



phone number 



date 

B. i certify that I have reviewed this career package and that K meets the career 
requirements as specified by Tigard High School. 



staff signature 



date 



career-related class 
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Career Education Infused in the 
Curricuium 



This concept, in its purest form, integrates career education into all subject 
areas at all grade levels. For schools to meet Oregon State Standard 4QS, 
infusion is required Scmie schools have attempted to use an irifusion iqqi^^ 
to meet all of the career standards. Over time, most schools have combined 
this approach with one of the other models rqnesenled eaitier in this 
publication. 

Infusion at the high school level has not been well documented. In 
preparing this book, we were unable to identify a school widi curriculum 
resources for publicaticHi. Some sample activities are available in the CIS 
Implementation Handbook. The CERES Project, in the Ceres School District 
in California, provides a K-12 infusion nxxlel tiuDugh die National Diffusion 
Network. 

Understandably, diis is die most difficult of die state standards to meet and 
document. Infusion requires strong administrative leadership, district-wide 
goals, staff commitment, and accountability. 



Career Education Infused in tlie Curriculum as a 
Secondary Strategy: 

■ Taft High School 105 

■ Tigard High School 139 
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Oregon Career Information Resources 

Oregon Careors 

Oregon Careers is an annual news tabloid that covers occupational news in the 
state. It generally includes articles on the Oregon ectmomy, job search, and agen- 
cy resources. It also includes information about pay, outlook for 300 occupaticms, 
courses of study, and schools offering training. 

Cost and Availability: Free 

Contact : David Allen 

Occupational Program Planning System 

Employment Division 

875 Union Street NE 

Salem, OR 97311 

(503)378-6400 
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Tho Career Information System (CIS) 

The Oregon Career Information System (OS) is a public interagency consor- 
tium that provides current labor market and educational information in easy-to-un- 
derstand formi^ts to individuals, schools, and social agencies. CIS is recognized 
by the Oregon Occupational Information Coordinating Committee as Oregon's 
state-based career information delivery system in accordance with the Carl D. 
Perkins Vocational Education Act. The purpose of CIS is to improve career 
choices and training opportunities. 

CIS collects current local and national labor market and educational informa- 
tion and presents it in ways diat are understandable and simple to use. The oc- 
cupational information covers about 95% of employment throughout the state, 
and it is updated continuously. The educational files include programs of study 
and training leading to a license, degree, or certificate in an occupation, plus infor- 
mation on over 300 public and private schools in Oregon and more than 2000 
four-year colleges and univeriities throughout the country. The educational infor- 
mation is updated annually. The Career Information System develops and main- 
tains computer and cardsort systems for delivering the information. CIS provides 
extensive technical help, and user services representatives consult with users on 
ways to implement the system effectively. 

Information Files and Sorting Programs: 

CIS includes the following information and sorting modules. The computer 
code word for each nxxiule is shown in parentheses: 

• QUEST: a 21 -question computerized sordng tool that helps individuals 
explore personal career options in light of the current labor market. 
After completing QUEST, the individual receives a list of potential 
occupations that are compatible with his or her reported interests and 
abilities. 

• Assessment Link (UNK): a program that matches occupations identified 
on tests such as the Strong-Campbell Interest Inventory or the ASVAB 
with CIS occupational information. 

• Occupations (OCC): information about 316 occupational categories 
that cover more than 95 percent of the employnient opportunities in 
Oregon and major kinds of work found elsewhere in the country. The 
occupational descriptions include required aptitudes and skills, work 
setting, preparation, licensing, wages, current employment, and 
outlook. Occupations are clustered according to common, specific, 
functions. 

• Military Career Infomiatlon (MIL): information about over 200 
occupations in the military, work setting, training provided, and listings 
of military specialties. 
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Visit (VISIT): address and phone number listings for people in various 
occupations who are willing to spend tinie to talk with individuals 
interested in their field. 

Programa of Study and TraSi^^ng (PROQ): information about ail types of 
postsecondary education, from apprenticeship to professional degrees, 
descriptions of each program, and listings of the schools offiering the 
programs in Oregon. 

National SCHOOLSORT(SCHSORT): a seating device that allows an 
individual to search the National School File fcH* colleges and 
universities that match educational needs. The seven selectws are 
program of study, degree, region, school setting, school size, admission 
requirements, and maximum tuition and fees. 

Oregon Schools (SCH): detailed information covering 62 topics for all 
accredited public and private colleges, universities, community 
colleges, and vocatioiial training schools in the state*-nK>re than 280 
institutions. 

National Schools (NSCH): information covering 48 topics on more tiian 
2,000 accredited public and private four-year accredited insututions 
throughout the United States. 

Financial Aid (AID): information about major sources of financial aid 
for college and postsecondary vocational education, together with 
detailed information about specific national, state, and local 
scholarships. The scholarships are organized into six major groups: 
field of study, talent awareds, academic excellence and need, personal 
characteristics, organizational affiliation, and local scholarships. 

Working for Yourself (OWN): a frank discussion of the rewards and 
costs of self-employment and descriptions of the possibilities for 
self-employment in different groups of occupations. The Working for 
Yourself File also describes characteristics of successful entrepreneurs 
and essential aspects of business planning and operation. 

Employer Information (EMPL): for each CIS occupation, a list of typical 
employers in any area of the state or nation and cross-references to 
telephone book ("yellow pages") headings. 

Job Search (JS): instructional information about job-seeking 
necessities such as making a resume, interviewing, writing cover 
letters, researching employers, finding out about benefits and labor 
laws. 



Supplementary CIS Guidance Software: 

• Micro-SKILLS (SKILLS): a tool to matching self-assessed skills with 
the skill requirements of occupations. 

• High School Planner (HSP): a ccnnputer program that helps high school 
students plan their four-year course schedule based on their ed^K^ational 
and career goals and their school requirements. 

User Services: 

Training: User services representatives provkle conqsrehensive training for 
new users. For site coordinators who have had CIS for at least the previous year, 
CIS organizes faU update training centralized by region and special training for 
community college and agency coofdinatcvs* 

User's Hsndbooks: Each student or client receives a User's Handbook to help 
guide them through CIS. The handbook includes the QUEST questionnaire, a 
complete index of CIS occupations, programs of study, and schools, and instruc- 
tions and commands for using die systenL 

Implemontstlon Handbook: The person who is responsible for coordinating the 
use of CIS in the school or agency receives an Implementation Handbook* This 
handbook outlines in detail the capabilities and infwmation in QS and also ways 
to use it effectively with students or clients. A nmjor section in the handbocdc is a 
set of learning activities educators can use to put CIS to wodc in counseling and 
in classes. 

Nevvsletter: User sites r^eive die CIS newsletter. Update, three times per year. 
The newsleuer highlights important CIS activities, such as fall training wcHkshops 
and information updates, and it includes notes of interest for vocational and career 
counselors, teachers and administrators. 

Follow-up and Technical Assistance: The user services staff works widi 
schools and agencies who use CIS to solve problems, help plan new uses for die 
system, and to improve operations. The CIS technical support staff joins user ser- 
vices to guide coordinators through the purchase and implementation of CIS on 
microcomputers. 

Computer and Non-Computer Formats: 

Computerized CIS: The standard format for CIS on computer is Micro-QS, a 
system that runs on a microcomputer with a hard disk. A few sites use interactive 
mainframe computer terminals. The computer system is easy to use: individuals 
can search CIS hies and get information relevant to their personal plans and 
preferences. Micro-CIS includes all CIS information files. Other individual sort- 
ing programs are available on floppy disks, such as Micio-QUEST (includes 
QULST and occupation titles only) and Micro-SCHOOLSORT (includes die 
School Sort program and national school tides only). 
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Manual CIS: The Needle-Sort Kit includes a deck of cards (one card for each 
occupation in CIS), sortable with the QUEST questiomiaire in the User's Hand- 
book. It also includes a complete set of CIS occupational and educational infor- 
mation books. 

Publications: The CIS publications include Oregon Occupations, Programs of 
Study and Training, Working for Yourself Oregon Schools (M)ls. I and II), and 
Short-Term Training Programs, Financial Aid for Oregon Students, and Finding 
and Following Job Leads. 

Cost and Availability: The Canxr Infrntnation System operates as a public 

consortium of users» controlled arid suppoittd by the or- 
ganizations that use the service. Clients and students 
are not charged directly for using CIS. However, die in- 
stitutions using CIS are charged a service fee, which 
varies according to the number of fcople served 
Software and odier materials are dien available to these 
member institutions at cost 
The Oregon Career Infomiation System is currently 
used in over 380 sites and serves more than 150,000 
people each year. Users include school districts, JTPA 
programs, community colleges, displaced hooKinaker 
programs, education service districts, four-year col- 
leges and universities, private vocational rehabilitation 
and counseling firms, agencies and schools serving the 
disadvantaged and handicapped, private industry, the 
State Vocational Rehabilitaion Division, and public 
iibraries. 

Contact: User Services 

Career Information System 
1787 Agate Street 
Eugene, OR 97403 
(503)686-3872 
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National Career Information Resources 

Dictionary of Occu^tlonal Titles, Fourth Edition 

A comprehensive classification system, developed by the U.S. Department of 
Labor, that includes over 20,000 occupational titles. Provides detailed descrip- 
tions of job duties and knowledge and skill requirements. The Occupational 
descriptions arc arranged so that closely related jobs arc grouped together. 

Note : >\^idely used in job placement and vocational counsel- 

ing. Each occupation has nine-digit code, part of 
which identifies the job relationship to data, people, 
things. 

Date 0 .ssua: 1977 (see 1986 supplement) 

Cost and Availability: Cost:$32.00 

Stock Number 029-013-00079-9. Make check payable 

to "Superintendent of Documents." 

Can be found ii. most schools and libraires. 

Contact: Government Printing Office Bookstore 

1 305 SW First Avenue 
Portland, OR 97201 
Telephone:(503) 221-6217 
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Dictionary of Occupational Titles - Supplmmnt 

Titles, codes, and definitions foe occupations that have emerged since the 1977 
publication of the Dictionary of Occupational Titles and for occupations omitted 
in that publication. Occupational deHnitions appear in numerical oider cor- 
responding to the Occupational Group Arrangement of title by 9 digit code in the 
DOT. 



Note: Definitions may not coincide widi context of jobs as 

performed in particular localities or establishments. 
May be necessary to research local information about 
jobs within the community. 

Date of Is 1986 4tii Edition Supplement 

^>St and Availability: $5.50 Stock Number 029-014-00238-1 

Make check payable to "Superintendent of Documents." 

Contact: Government Printing Office Bookstore 

1305 SW First Avenue 
Ponland,OR 97201 
Telephone:(503) 221-6217 

Guide for Occupational Exploration, Socond Edition 

A tool for career exploration developed by the U.S. Department of Labor. 
Provides information about job duties, working conditions, skills, and abilities 
needed, and entry requirement for each of 66 occupational groups, called "Work 
groups." Occupational titles and codes froth tiie Dictionary of Occupational Tides 
are a also listed for each work group. 

Note: The ivork groups are organized into 12 general interest 

areas to aid in locating diose of die most interest to die 
individual. Designed to be used by vocational coun- 
selors and by individuals without counselor assistance. 

Date of Issue: 1984 

Cost and Availability: $14.00 

May be found in local school career centers and 
libraries. 
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Contact: 



American Guidance Service 

Publisher's Building 

Circle Pines, Minnesota SS014 



Military Career Guide: 

Employment and Training Opportunities In the Military 

Provides an occupational basis for interpreting ASVAB results by describing 
134 militart enlisted jobs which are related to ASVAB scores. Also includes 
descriptions of 71 officer occupations. Military occupations are linked to civilian 
job groupings and to publications which describe civilian careers. 

Date of Issue: 1988-89 

Cost and Availability: Free 

Contact: U.S. Military Entrance Processing Command 

2500 Green Bay Road 
North Chicago, IL 60064 
Telephone:(800) 323-0513 

Military Entrance Processing Station 
2107 N£ Columbia Boulevard 
Portland, OR 9721M987 
Telephone:(503) 221-2749 

Occupational Outlook Handbook 

A major soiiice of occui^ational information listing some 200 occupations. 
Provides information concerning working conditions, job duties, training or 
education required, earnings, future employment trends, lines of advancement and 
location. The Handbook also includes data for selected industries including loca- 
tion, principlal occupations and working conditions. 

Note: A major source of vocational guidance information for 

individuals making the transition from school to work 
and for individuals entering pr reetering the woric force 
at later stages in their life. Covers many, thought not 
all, occupational areas. Job titles are coded to the 4th 
edition Dictionary of Occupational Titles, 

Date of Issue: Biennial 
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Cost and Availability: $22.00 (paper).$24.00 (cloth). 

Stock Number Paper-029-001 -02942-0 Cloth-029- 
001-02941-1 

Make check payable to "Superintendent of Documents." 
Available in most high school or community college 
counseling centers; also available in libraries. 

Occupational Outlook Quarterty 

Variety of articles on job outlook. Topics covered in recent issues: high paying 
jobs that do not require a 4-year degree, job outlook for college graduates through 
the mid 1990's, jobs of the future, job opportunities in federal, state, and local 
government, how woilcers obtin their training, fastest growing occupations. 

Date of Issue: Quarterly 

Cost and Availability: $5.00 per year. Make check payable to "Superintendent 

of Documents." 

Available in college, universities, high schools, and 
public libraries. 

Contact: Government Printing Office Bookstore 

1305 SW First Avenue 
Ponland, OR 97201 
Telephone:(503) 221-6217 

Contact: Government Printing Office Bookstore 

1305 SW First Avenue 
Ponland, OR 97201 
Telephone: (503)221-6217 

Occupational Projections and Training Data 

National information on demand and supply conditions, training and qualifica- 
tions for over 200 occupations. A statistical and research supplement to the 1986- 
87 Occupational Outlook Handbook. 

Date of Issud: 1988 

Cost and Availability: $5.50 Stock # 029-001-02974-8 

Make check payable to "Superintendent of Documents." 
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Contact: Government Printing Office Bookstore 

1 305 SW First Avenue 
Portland, OR 97201 
Telephone:(503) 221-6217 

Standard Industrial Classification Manual 

The Standard Industrial Classification was developed for use in the classifica- 
tion of establishments by type of activity in which they are engaged, for purposes 
of facilitating the collection, tabulation, presentation, and analysis of data relating 
to establishments and for promoting unifomuty and comparability in the presenta- 
tion of statistical data collected by various agencies of the US government, state 
agencies, trade associations, and private research organizations. Each estab- 
lishment is assigned an industry code on the basis of us primary activity, which is 
determinded by its principle product or group of products produced or distributed 
ord services rendered. 

Note: The Revised SIC manual will show more categories for 

service industries, including computer sales, physical 
fitness facilities, video tape rental, tax preparation ser- 
vices. The manual also establishes new classifications 
for cable and other pay television firms, radio/ 
telephone communication services, and other high-tech 
industries. 

Date of Issue. 1987 

Cost and Availability: $24.00 

Stock Number 041-001-00314-2 

Make check payable to "Superintendent of Documents." 

Available in public, college, and university libraries 

Contact: Government Printing Office Booksiore 

13055 First Avenue 
Portland, OR 97201 
Telephone: (503) 221-6217 

Also available from: 

National Technical Information Sen/ice 
5285 Port Royal Road 
Springfield, VA 22161 
Ordertf PB 87-100012 
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standard Occupational Classineatlon Manual 

A manual for users of the Standard Occupational Classificatkm (SOC) system 
developed to standardize reporting of occupational data to the federal govern- 
ment. It contains a shcft description of thed work performed for each of 662 oc- 
cupational titles, and also lists the Dictionary of Occupational Tiltle (DOT) titles 
and code related to each SOC title. 

Date of issue: 1987 

Cost and Availability: $24.00 



Stock Number 041-001-00153-1 
Make check payable to "Superintendent of Documents." 
An index to the SOC by DOT code is also available 
("Index: Standard Occupational Qassification Manual" 
the stock number is 0O3-00S-O0180-8) 



U.S. Industrial Outlook 

Narrative discussions and statistics on current and projected developments ^r 
over 200 selected industries. Includes short and long- term outlook statements. 



Cost and Availability: $24.00 

Stock #003-008-00200-5 

Make check payable to "Superintendent of Documents." 



Contact: 



Government Printing Office Bookstore 
1305 SW First Avenue 
Portland, OR 97201 
Telephone: (503)221-6217 



Date of Issue: 



1989 



Contact: 



Government Printing Office 
1 305 SW First Avenue 
Portland, OR 97201 
Telephone:(503) 221-6217 
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Appendix A 



Counselor Competencies 



In addition to identifying competencies for students, the National Career 
Development Guidelines include competencies for counseled at each of the five 
levels. Below arc competencies for counselors at the high school level: 



Guidance and Counseling 



1 . Knowledge of general counseling theories and techniques, 

2. Knowledge of decision-making noodels. 

3. Skills in building a productive relationship between the counselor and 
the students. 

4. Ability to use individual counseling techniques in effectively assisting 
individuals with career decisions and career development concerns. 

5. Knowledge of group processes, their application to career plamiing and 
career decision-making, and their use in disseminating career 
information. 

6. Ability to plan and use structured activities to increase students' career 
development knowledge and skiQs. 

7. Ability to help the student recognize relationships between self-undcr 
standing and effective career decisions. 
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8. Ability to assist the student in identifying personal factws related to 
career decision-nuddng including effort, personality, values, interests, 
aptitudes, and nootives. 

9. Skills in recognizing and OKxlifying stereotypes held by students related 
to career decisions. 

10. Knowedge of role relationships and the use of counseling skills to 
facilitate personal, family, and career development. 

11. Ability to assist the student in identifying contextual factors in career 
decision-making, including family, friends, educational opponunities, 
anc finances. 

12. Knowledge of different cultures of students and the ability to interact 
effectively with all populations. 

13. Ability to understand and help clarify students* decision-making 
processes. 

14. Ability to assist students in understanding the relationship of interper 
sonal skills and success in school and the workplace. 

15. Knowledge of employment inforaiation and career planning materials 
for smdent use. 

16. Ability to identify role nxxiels for students in occupations and careers 
they wish to explore. 

17. Ability to assist students in the selection of courses that would be 
required and/or beneficial for their career choices. 

18. Ability to help smdents set goals and identify strategies for reaching 
goals. 



Information 



19. Knowledge of national, state, and local education, training, employ 
ment trends, labor market and career resources that provide infomiation 
about job tasks, functions, salaries, requirements, and future outlooks 
related to broad occupational fields. 

20. Knowledge of basic concepts related to vocational-career counseling 
including career development, career paths, and career patterns. 

21. Knowledge of career development and decision-making theories. 
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22. Knowledge of the changing roles of women and men and the linkage 
of woiic, family, and leisure. 

23. Knowledge of resources and techniques designed for use with special 
groups. 

24. Knowledge of and the ability to use computer-based career information 
delivery systems to store, retrieve, and disseminate career and 
occupational information. 

25. Knowledge of educational trends and state and federal legislation that 
may influence the development and implementation of career guidance 
programs. 

26. Knowledge of employment information and career preparation and 
planning materials for student use. 

27. Knowledge of labor laws, ciedentialing, certification, and other 
employment-related requirements. 

28. Knowledge of basic concepts related to the use of labor market infor 
mation in career counseling, classification of occupations acconiing to 
various classification systems, and classification of industries as 
providers of goods or services. 



Individual and Group Assessment 



29. Knowledge of assessment techniques and measures of i4)titudes, 
achievement, interests, and values. 

30. Ability to identify assessment resources appropriate for specific 
situations and populations. 

31. Ability to evaluate assessment resources and techniques in terms of 
their validity, reliability, and relationships to race, sex, age, and etimicity. 

32. Ability to demonstrate the proper administration of assessment 
techniques. 

33. Ability to interpret assessment data to students, parents, school 
administrators, and other i4)propriate individuals or groups of people. 
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Management and Administration 



34. Knowledge of program designs that can be used in the organization of 
career guidance programs. 

35. Knowledge of needs assessment techniques and practices. 

36. Ability to assess the effectiveness of current career guidance programs 
and practices in meeting prioritized goals. 

37. Ability to develop a comprehensive career guidance program plan. 

38. Knowledge of management concepts and leadership styles used in 
relation to career guidance programs. 

39. Ability to adjust management and administration methods to reflect 
identified career guidance program problems and specified situational 
needs. 

40. Ability to identify/develop and use recordkeeping methods to account 
for the delivery of require>d carter development experiences and to the 
extent to which each student received the required experiences 
(including those delivered by teachers, parents, and community-based 
personnel). 

41. Skills in developing markcting^romoiional activities designed to 
foster community suppon for career guidance programs and initiatives. 

42. Ability to prepare proposals, budgets, and timelines for career guidance 
programs. 

43. Ability to identify staff conq)etencies needed to remain current with 
career guidance practices and resources. 

44. Ability to design, conduct, analyze, and report an assessment of 
student outccHnes that can be attributed to a comprehensive career 
guidance program. 



Implementation 



45. Knowledge of program adoption and planned change strategies. 

46. Knowledge of personal and environmental barriers affecting the 
implementation of career guidance programs. 
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47. Ability to iiiq)leroent individual and gnmp programs, uppaypdut for 
high school students, in a variety of caieer development areu including 
assessment, decision-making, caxter informaticm, and general career 
counseling. 

48. Ability to implement a public relations effort on behalf of career 
guidance activities, services, and outcomes. 

49. Ability to plan, c»ganize, and manage a comprehensive career resource 
center. 

50. Ability to establish linkages with conununity-based organizations that 
provide placement services. 

5 1 . Knowledge of local and stale empk>ym as referral sources for en^loy 
ment q)portunities. 



Consultation 




52. Ability to assist teachers and staff in understanding assessment 
instruments and their value to students. 

53. Ability to assist teachers and staff in developing an articulated high 
school career development curriculum. 

54. Ability to assist teachers and stafif in develq)ing curriculum that 
addresses all areas of career devekqmienL 

55. Ability to assist teachers and staff in teaching a guidance curriculum 
learning activity or unit in the classnxmL 

56. Ability, to assist teachers and staff in woridng with businesai^ndustiy 
personnel to provide instruction on employment expectations, changes 
in the workplace, and job requirements. 

57. Ability to assist teachers and staff in working with students to explore 
various employment and career opportunities. 

58. Ability to provide programs that encourage the elimination of bias and 
stereotyping with regard to gener, race, and handicapping conditions. 

59. Ability to assist parents in understanding students* interests, iq;>titudes, 
and achievements. 

60. Ability to assiSt parents in understanding the components of the career 
decision*making process. 
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61. Ability to assist parents in helping students vrxploie educational and 
career options/alternatives. 

62. Ability to assist parents in becoming aware of a variety of caieer 
development and educational opportunities available to students after 
completion of high school. 

63. Ability to assist parents in working with students to develop individual 
career development and educational plans for implementation during 
and after high school. 

64. Ability to assist parents in working with students in coping with family 
issues and decisions. 

65. Ability to convey program goals and achievements to business and 
professional groups, employers, coumunity groups, the general publk:, 
and key personnel in positions of authority: legislators, executives, and 
others. 

66. Ability to provide data on the cost-effectiveness of career guidance 
programs. 



Special Populations 



67. Sensitivity toward the unique developmental issues and needs of 
minorities and/or students with special needs. 

68. Sensitivity toward and knowledge of various handicapping conditions 
and necessary assistance and requirements. 

69. Knowledge of realistic career expectations for individuals with special 
needs. 

70. Ability to identify community resources and establish linkages to assist 
students with special needs. 

71. Ability to listen to, establish rapport with, and fmd appropriate 
methods or resources to communicate with limited-English-proficient or 
impaired students. 
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Appendix B 

OREGON NONAGRICULTURAL WAGE & SALARY EMPLOYMENT 
COMPARISON OF 1979. 1988 ANNUAL AVERAGE3 FOR MAJOR INDUSTRIES 





1979 




Emp. Chang* 


%Ctiang« 
1979-1M8 


TOTAL WAGE & SALARY 




1,152«300 


96,100 


9.1% 


MANUFACTURING TOTAL 




214,300 


•14,200 


•6^ 


Du rabid Goods 


171 finn 
1/1 ,ouu 


155,900 


-15,900 


-9.3% 


Lumbdr & Wood ProduriQ 


fil OfU\ 


68,700 


-12,500 


-15.4% 


Hioh-Tech Industries 


OU,UvU 


27,200 


-2,800 


-9.3% 


Other Durables 


w,DUU 


AAA 

60,000 


•600 


-1.0% 


Nondurabte Goods 


^v,# Uv 


Co ^AA 

56,400 


1,700 


3.0% 


Food & Kindred ProdiirtQ 




24,100 


-1,100 


-4.4% 


Printino & Publishina 


in nnn 
1 u,uuu 


4 A f AA 

13,500 


3,500 


35.0% 


Other Nondurables 


91 c^nn 


A A AAA 

20,800 


-700 


-3.3% 


NONMANUFACTURING, TOTAL 


827 700 


AAA flAA 


110,300 


13.3% 


Mining & Quarrying 




4 ^r\A 
1,400 


-1,000 


-41.7% 


Construction 


90,UUv 


AA AAA 

39,000 


-14,000 


-26.4% 


Transo. Commur^cAtion A l itiiitiAQ 


ou,uuu 


^A PAA 

60,500 


500 


0.8% 


Trade 


, 256,800 


2Qi '^nn 

£9 1 ,OUU 


f%A CAA 

34,500 


13.4% 


Finance, Insurance & Real Estate 


69,100 


73.600 


4,500 


6.5% 


Sen/ices 


185,700 


260,600 


74,900 


40.3% 


Government 


200,700 


211,600 


10,900 


5.4% 


- Federal 


29,900 


31,700 


1,800 


6.0% 


- State 


54,400 


58,600 


4,200 


7.7% 


- Local 


116,400 


121,300 


4,900 


4.2% 


Goods - P. jdudng Industries 


283,901^ 


254,700 


-29,200 


-10.3% 


Service - Producing Industries 


772,300 


897,600 


125,300 


16.2% 
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Model High SchooS Career Guidance and 
Counseiing Progrpms in Oregon 

In Oregon, carter guidance and counseling ait supported by a variety oi stale 
agencies and organizations, including the Oregon DqMrtment of EducttkKi*s Stu- 
dent Services Section and Division of Vocationid-lbchnical Education, Oregon 
Career Information System and the Oregon Occupational Infoimation Coordinat- 
ing Committee. Each of these organizations worics with education and em|^!oy- 
ment and training programs to assure student/client development needs ait tMt 

In 1988, the Department of Education began a search for model high scho >1 
career guidance and counseling programs. Schools submitted foraud applica- 
tions, and the model programs wot then selected by a panel stjt and local per- 
s^r nel. The final nxxkl high school carter guidance and counseling programs 
were Amity, Churchill (Eugene), Enterprise, Haitisbuig, Madism (Portland), 
Nyssa, South Eugene, and HUamodc Limited funds were made available fnmi 
the Department of Education to help these schools further enhance their 
programs. Funds were also made available to persoimel fnHn districts around the 
state desiring to visit one or more model sites to gather infcnmation to help 
develop their own programs. 

Two of the nKxlel programs, Churchill and Enterprise, are described in Section 
4 of this publication along with their sample materials. Descriptions and contacts 
for the other six are includea in this appendix. If one of the nxKlel programs 
sounds interesting, contact the person listed for that site to make arrangements to 
learn more. Information on the model high school career development sites is 
also available ftom Bill Lesh, Career Guidance Specialist for the Depaitment of 
Edjcation, 700 Pringle Parkway SE, Salem, OR, 97310, telephone 378-5585, 
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★ Amity High School 

503 Oak Street 
Amity, Oregon 97101 
Telephone: (503)835-2181 
Contact Person: Toni Riddell 



Amity High School's career education program is craqmsed of (1) an in- 
tegrated career education program, (2) the advisor-advisee program and (3) the 
Personal Career Profile notebook, which coofdinaies and documents a student's 
four years of high school as well as identified career goals and (4) the counsekir, 
who coonlinates the entire career education program. The goals of the pn^gram 
are to pronaote self knowledge, goals and decision making; to support the process 
of selecting and preparing fcxr a career, and to foster feelings of uniqueness, imde 
and self-confidence. Each full time stalBf member is assigned from 12 to IS ad- 
visees. Advisors meet with advisees two to three times each term, nxxe if neces- 
sary. This program assists students to continually upgrade dieir career files and to 
make apprc^ate caree^ "uid coursework decisions. The adviscMr keeps infonna- 
tion and forms on file for each advisee, sue"* as an activities and accon^lishments 
check sh^t, goal and dan sheets and updated four-year plans. The Penonal 
Career >file was dtwtlopcd to provide immediate access to personal and school- 
related mf(xmation necessary when completing scholarship, job and college ap- 
plications. This Profile also meets student needs to document and showcase their 
involver^nt in school activities, achievements and awards as well as academic 
and attendance records. The Personal Career Profile becomes a collectkm of four 
years of high school involvement and achievement 

★ ChurchlH High Schoci 

(see page 75) 

★ Enter priso High Schooi 

(see page 43) 

★ Harrlsburg Union High School 

400 South 9th Street 
Harrisburg, Oregon 97446 
Telephone: (503)995-8271 
Contact Person: KarynGeoi^e 



Harrisburg Vnion High School's guidance program is a career development 
guidance program which focuses upon "transitioning" and supports the 2+2+2 
concept The guidance program o^ers Guaranteed Services to all students. 
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Students complete a sequence of career development activities during their 
high school years. Each student has a personal portfolio which records the ac- 
tivities accomplished and the results of their program. Stiidents also have in- 
dividualized con^uter diskettes for their career and educational pliLnning. Career 
development is incorporated into the curriculum, notably in English, Personal 
Finance and Social Studies. Counselors assist teachers with these infusion ac- 
tivities. 

Harrisburg requires students to do an activity using the Career InfmnatiCHi Sys- 
tem each year. The High School Planner is also used annually to create and up* 
date each student's four-year educational plan. At least two assessment 
instruments are given annually. The Harrisburg program enq)hasizes develop- 
ment of greater self understanding and the acquisition of knowledge regarding oc- 
cupations, post secondary education and the wwld of work. It is recognized as a 
highly effective career development and transitioning program with articulated 
services and programs in the school, conununity and state. 

★ Madison High School 

2735 N.E. 82nd Avenue 
Portland, Oregon 97220 
Telephone: (503)280-5220 
Contact Person: Judith Lepert 

Madison High School offers a one semester course entided "Principles of 
Career Success,** combined with student file folder checklist activities. Within the 
"Principles of Career Success** class, major topics covered include Planning for 
Your Fumre, Entering the World of Work, and Developing Your Skills and Under- 
standing. The Career Center is a focal point for the school's career guidance 
program, offering a wide variety of print, computerized and audiovisual 
materials. The Career Information System is an integral component of Madison's 
program, with all students required to access the system via QUEST at least once 
during their high school years. Students are required to complete a variety of as- 
sessment instruments, including at least one of CFKR*s Career Exploration Series 
or the Job-0, the DAT, CAPS or AS VAB, a Worker TVait Group Checklist, 
Voc/Tech Training Screener survey, and the College Major/Minor Finder Survey. 
Madison also uses parent and student surveys which gather post-high school 
plans and desired high school course of study. Job search activities include ob- 
taining a Social Security card and woric pemiit, completing a job application, 
^ reparing a resume, writing a cover letter and developing appropriate interview- 
ing techniques. To successfully complete '*The Principles of Career Success" 
course, students must be checked ofT on 28 separate activities. 
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★ Nyssa High School 

824 Adrian BouACvaxxl 
Nyssa, OR 97913-3689 
Telephone: (503)372-3608 
Cdntact Person: Anne Mathews 



At Nyssa High School, career exploration and decision-making ait infused 
into the curriixUim, particularly in Science, Business Education and Vocational 
Education. There is an 1 1th gnule career education class, and career education 
within the required Personal Finance/Caiters class. 

Nyssa High School's career guidance and counseling program places en^hasis 
on self-understanding, decision-making, parent involvement and extensive use of 
conununity resources. Interest inventcnries are administered and results reviewed 
at all grade Itveh. The EDITS Program is used - CX)PS with freshmen; COPS, 
(X>PES, CAPS and Comprehensive High School Planner with junicxrs. Juni(H^ 
also are given the AS VAB, with booklets and interpretation used as a follow- up. 
All students participate in an annua? Career Day* 

Nyssa High School has a wide airay of computerized, print and audiovisual 
career information resources available for student and classroom use. They use 
the Career Information System's Micro-QUEST, Micro-SKILLS and Micro- 
SCHOOL SORT software and accon^anying publications. 

★ South Eugene High School 

400 E. 19th Avenue 
Eugene, Oregon 9740M190 
Telephone: (503)687-3201 
Contact Person: LaureneLarsen 



The South Eugene High School Career Center is the focal point for the 
scboors career guidance and counseling program. Among the Career Center 
resources and services are Micro-CIS,-Micro-SKILLS, college catalogs and 
references, laser disks, magazines and publications, scholarship research with the 
aid of an adult volunteer, p^>sters and rttply cards and coordination of college and 
military visitations. South Eugene annually co-hosts the Southwest Oregon Col- 
lege Faire and has hosted the L :aie County Job Fair. 

The Career Center also sponsors a series of career seminars which bring com- 
munity members to discuss their occupational fields. A Financial Aid Night of- 
fers assistance to students and parents as they complete fmancial aid application 
forms. South Eugene uses a Guide program to assist students plan their high 
school curriculum. 

The South Eugene program seeks to disseminate occupational information and 
provide a general exposure to the woricing world. Students learn to develop posi- 
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dve attitudes needed for success in the high school* They receive specific infor* 
mation about careers, aptitudes, colleges and financial aid through the Career 
Center progrant 

★ Tillamook High School 

260S 12th Street 
Tillamook, Oregon 97141 
Telephone: (503) 842-2566 
Contact Person: JudyMarvis 



Tillanmok High School's career develq^nt program involves a one-semester 
class in the junior year and makes extensive use of a variety of self assessment in- 
struments and community resources. The goals of the i»Qgram are for students to 
develop a career plan based on self-knowledge and knowledge of the worid of 
work, to explore high interest career areas, to obtain information about post high 
school opportunities, to identify skills needed to find and maintain a job and to 
gain entry level skills and knowledge in a chosen career area. 

At the ninth grade level, students kientify a tentative career plan and choose 
courses suitable to that plan. Parents assist in the inocess, and plans are discussed 
in the annual guidance conference. All students use Micro-CIS and are involved 
in the Pacific Northwest Bell "Choices" program. In Grade 10, all students take 
the COPS and review their career plan with a counsels, 

A one-semester career development class is required in the junior year Work 
experience available for interested students. For both juniors and semors, there is 
a College fair and students may participate in state college visitations. 

Among the variety of self assessment instruments are the Test of Achievement 
and Proficiency (given yearly to all students). National Educational Devetopment 
Test (9th and lOdi grades), PS AT (lltii grade), SAT (lltii and 12th grades), 
COPS (10th grade), ASVAB (all lltii grade students). The QS QUEST is re- 
quired of all ninth graders and may be used on request tiiereafter. 
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